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The menu path for Time Entry is Human Resources >
Time Management > Time Sheet > CATS Classic >
CAT2-Record Working Times.

If the transaction code (CAT2) is not shown on your
SAP Easy Access AASIS menu, view Tips & Tricks
#1. If the transaction code is shown, proceed to
step 2.
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ata entry
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Note: The first time you access CAT2 after logging

on, this screen is displayed.

After the first CAT2 access, this screen is skipped
and you will be taken directly to the screen
displaying step 5.
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data entry profile.
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The Data Entry profiles corresponds with the role that
you are mapped to in AASIS. For example: If you have
the role of Agency Time Management Specialist, you
would use the data entry profile of TSSTD.

When you choose an incorrect Data Entry Profile, it can
result in you not being able to select your employees for
time entry.

If you chose the radio button, proceed with step 3.
If you typed the profile name, proceed to step 4.
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Time Sheel: Initial Screen

ata entry
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4. Click the pencil icon.
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Note: If you are using the EESTD (Employee Time
Entry Profile) or TDESTD (Time Data Entry Time
Entry Profile), you will not be able to change
incorrect time entries once the time has been
approved.

For definitions of each Time Profile, view HRTRC
Quick Reference Guide (QRG).
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Systern Help
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Time Sheetl: Initial Screen
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Note: When entering a key date, it is best to use the
beginning of the pay period even when you are
entering time for the second week of the pay period.
This will help you to view the total number of hours
keyed on the employee for the entire pay period.
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Time Sheet Edit Goto  Systern Help
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Time Sheet: Initial Screen
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|| Tl_||D|

Diata Entry Prafile TSETD Tirme Specialist Time Ent

8. Enter the Administrator
group or click the drop-
down list.

FPerson Selection
v| Entry for several personnel nos
v| Entry using pers. list

@ Administrator group
Time administratar

Faos
101 [ Donna k Hurt

9. Enter the Time

administrator number or
click the drop-down list.
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Cost Center

) Report pers. select.
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[ & & & & & & & & & & 19

10. Click the green check

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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Note: The Administrator group is the same as the
Personnel Area of an employee.

If the Administrator group or the Time Administrator is
unknown, view Tips & Tricks #2. If known, after
completing these steps proceed to step 11.

You may also search by the Organizational unit or a
cost center for employees. You may also search for
employees by ‘Report pers. select’ or ‘Variant sel.
report’ fields. If you search by a criteria other than
Administrator group & Time Administrator, you will
have to re-established your criteria each time.
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Time Sheet: Initial 5creen
g EHES T &

Data Entry

Key date

Diata Entry Profile

frssTD
BE/17/2003

@ Time Specialist Time Entry Profile

Fersaonnel Selection

| Persann...|Mame Per. |Su... |EE.|Cost Ctr Org. un.  [Ti... |Last name.]@|

| 105 Diavid Cole Food 0sL1 |1 |UE (383230 2170531310601 [COLE DAYI |Z|

| 104 Diave Colford Food MELT |1 |UE (383230 217053130101 COLFORD [ @

| 102 Diavid Conant Food WELT 1 |UE (383230 21705313101 [CONSNT D& ||

| 101 Debbie Cross Food 0sL1 1 |UE (383230 217053130101 CROSS DEB

| 100 Cieborah Davis FLo4(MELT[1|UE 383230 217053131601 DAYIS DEE

| a3 Ceborah Debusk Foo4|08L1 1 |UE|383230 217053131601 DEBUSK DE

| a7 Diana East Food 0aL1 |1 |UE[383230 21705313101 EAST DIAN

| 96 Diana Edwards Food 0sL1 1 |UE (383230 21705313101 EDWARDS D

| |94 Diane Elias FLO4|0AL1 1 |UE[383230 21705313 (181 ELIAS DIA| | 11. Scroll to

| 6T Henr\rH.iatl Food 0sL1 |1 |UE (383225 217053150101 HIATT HEN [« flnd the

| 54 Isaac Hickman Food 0sL1 1 |UE (383225 217053150101 HIGKMA F

MBI a] employee.
AASIS Support Center, Diane Hill 2_9
02/16/04, Revised to V4
Note: Use the down arrow to scroll to find the
employee you are entering time on.
Note: You may sort the Personnel Number column in
ascending or descending order to help you find your
employee more speedily. View Tips & Tricks #3.
HRTRC - 02/16/04 2-9
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HRTRC — Time Recording and Time Approval

Time Sheetl. initial Screen

4L & &) 13. Click pencil icon or press

Diata Entry F5

Crata Entry Profile IaaTh Time Spemallstﬂm

Key date na/17/2003

Personnel Selection

|r Persann...|Mame Per..|Su... |EE..|Cast Ctr Org. un.  |(Ti... Lastname.@l
5 David Cole FAD4|0ELT 11 |UE 383230 21705313101 COLE DAYI [«]
104 Dave Colford FAO4MELT (1 |UE 383230 21705313101 COLFORD D E
102 Cavid Conant FAB4MELT (1 |UE 323230 21705313161 CONANT DA [
101 Debhie Cross FaB4|08LT (1 |UE 323230 21705313161 CROSS DEE
100 Debarah Davis FaB4MELT (1 |UE 323230 21705313161 DAVIS DEE
k] Debaorah Debusk FaB4|08L1T (1 |UE 323230 21705313181 DEBUSK DE
97 Diana East FaB4|08L1T (1 |UEFE3230 21705313161 EAST DIAN
96 Diana Edwards Fao4|08L1 (1 |UE3E3230 21705313101 EDWARDS D
94 Diane Elias Fao4|08L1 (1 |UE3E3230 21705313181 ELIAS DIA
67 Henry Hiatt Fho4|08L1 (1 |UE|3E3225 21705315181 HIATT HEN E|
G4 Isaac Hickman FaB4|08L1T (1 |UE3E3225 21705315161 HICKMAN I [+]

[T |[+][v]

12. Click to highlight

AASIS Support Center, Diane Hill 2-10
02/16/04, Revised to V4
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Goto  Extras  Enwironment
BaH eE@ DHE Do BRI @ o
Time Sheel. Data Entry View

EEAF I o @aFAan B8 BeRE DS Ed

iTata Eniry Pariod: B8/17/2003 - 0S8/30/2003

System Help

Time Sheet  Edit

o Entry ATEN 4‘
LT Pers.Mo. |CO\Rec. CCtr  |Receiver WBS element Rec. order AALL WA, [Position | Total 0817 |From [To Dsﬁ
=105 A.60 8060 <]
]
v

[+]
| [~]

[« 1 [«

| D Diata entry wiew: ||£‘ Release view |r|3‘,_| Wariahle view Entry 0 of 1
AASIS Support Center, Diane Hill 2-11

02/16/04, Revised to V4

This is the Cross Application Time Sheet with our
employee selected.

You can toggle between days and dates on the Cross
Application Time Sheet, view Tips & Tricks #4.

If you would like to customize your Time Sheet (close
some of the columns that you don’t use), view Tips &
Tricks #5.

If you only have 2 or 3 lines to enter time and you want
to view more lines, view Tips & Tricks #6.

HRTRC - 02/16/04 2-11
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ATTENDANCES

Goto  Extras  Enwironment
Bl HICE@ BHE DDOHIEE @
Time Sheet: Data Entry View
EEAFIoBR| @azFdad B &8 B2 ERD.E €

iData Eniry Feriod: 08/17/2003 - 08/30/2003

Time Sheet  Edit Systerm Help

[ . 4‘
" TPers.No. |CO.NRes. CClr  |Receiver WBS element Rec. order AdA. (WAL [Position  |Total 08/17 |From |To DB
158105 .06 0.00 o[«
\. / =
- |
[+]
|| [=]
(eIl ] L]
|0 Dataentyview |8 Releaseview  |[Ba  variableview  |Entry0ofd
AASIS Support Center, Diane Hill 2-12
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Because only one employee was selected from the
previous screen, you can only enter time on this
employee.

If you enter an incorrect personnel number, the system
will prompt you to enter a valid personnel number.

HRTRC - 02/16/04



'An AASIS Training Guide -

Time Sheet Edit Goto Extras

Bl aH &&

Enterprise

Time Entry - CAT2
ATTENDANCES
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Enwiranment
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®

Time Sheet: Data Entry View
BEEAI OB @F4ad BEd BeRE DL @O

Data Entry Periad 08/17/2003 |- 08/30/2003 | || B
Diata Entry Area 4‘
PerS.ND. co.lRee.cd 14, Enter the employee’s personnel 0817 [From [To [0
=105 . Jo| o080 0[]
115 <= NUMber on two lines (once for o ]
1os] ™ [8 morning entries and once for the I° -
afternoon entries) and press enter.
Note: Be sure to press enter after
entering the Personnel number and
before entering Time. This will allow
the system to perform necessary | |
validations. E
L o ] <] ]

[0 Dataentryview |

Releaseview  |[®  Variableview | Eniry1of3

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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Tirme Sheet Edit Goto Esxtras  Environment  System  Help

Bla H| &&

SRE OHDLH0 I BE @D
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Time Sheet: Data Eniry View

ER&AFIoB @400 BéE B2 E DS DT

Data Entry Period B8/17/2003 - 08/30/2003 |E| B
Diata Entry Area 4|
EALT|Pers.Mao. S0, |Rec. CCtr |Receiver WBS element Rec. order AfAL Wya, . |Position |Total 0817 |From |To oa.
195 .00 0.00 B[«
185 008 [~
ﬁl 105 080 |

insure you are entering time on the correct line.

and the highlight disappears.

15. Highlight the line by clicking the box. This can help

When finished with a line, deselect it by again clicking on it

[][e]E

1T
K73

L]

|0 Dataentyview |2 Releaseview [ variableview | Enty1 or3

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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Time Sheet Edit Goto Extras  Environment Systern Help
& B dH e SDHE DDOO HEE @m
Time Sheet: Data Entry View
EEAFIom EZ4as0 B BaeEE D dd
Data Entry Period 08/17/2003 - 08/30/2003 || B
Data Entry Area B
[Elsu_Jrom [1o__Mo_rem 1o__[1u__|r| 16. Enter your morning attendance [Fron
| | o.o0 000 0. 00 i i [=]
| R (Ifrorr_l and To) hours in the first —3
| 1130 (1630 () hlghllghted row. __:
| | -
| 17. Enter your afternoon attendance |
I (From and To) hours in the second ||
| highlighted row. I
|
| | |
| [<]
|| [~]
L[]0 | | L]
|D Data entry view ||£‘ Release view ||E| Variahle view Entry 1 of 3
AASIS Support Center, Diane Hill 2-15
02/16/04, Revised to V4

All times entered in AASIS are recorded in military time.
For example, you will enter 0800,1100, 1130 or 1630.
You do not have to format your times, the system will do
that for you.

You can copy cells (times) from one day to the next
provided the times entered are the same for each day.
View Tips & Tricks #7

You can copy lines (morning & afternoon times) from
one employee to another provided they worked the
same hours. View Tips & Tricks #8

HRTRC - 02/16/04 2-15
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ATTENDANCES

Time Sheet Edit Goto Exras i TIE
aldHICa@
Time Sheet: Data Eniry View

ER&AFIoB @400 BéE B2 E DS DT

SRE OHDLH0 I BE @D

Data Entry Period 08/17/2003 - 02/30/2003
Diata Entry Area 4|
=dSU _From |To MO . |From |To T . |From |To WE .. |From [To TH .. |From (To FR ..|From |To SA Fru
0.aQ 200 2.80 2. a0 2.8 2.00 [ ae E|
30080011 08] 3. 008001108 3.00@8: 01100 3. 0008001108 3. 00@S 001100 E‘
BoOET:3aM6: 300 5. 00011 301630 5. 00(11 :3016: 30 5. 00011 3016: 30| 5. 001130016 30) 5 -
18. Enter all times for the remainder of the week or payperiod. |
19. After all times have been recorded, press the enter key. —
Note: The times have been formatted and the number of hours BE
_| | for each day was populated. W
[«] [
0

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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ATTENDANCES

Time Sheet: Data Entry View\
BER&ET 30| aF s e

22. Save your entries

STl = i |
Data Entry Period §8/17/2003 - 08/30/2003
Diata Entry Area 4|
LT Pers.ho. |CO.. |Rec. CCir  |Receiver WHS element Rec. order AA . Wia. |Position |Total SU _|From |To n|1
(105 40.00| 0.00 8 [«
105 ARK LTTN / 1500 3|l
105 WRE LTTH yd 2500 5|
21. Verify total
hours
20. Scroll back using the
~ / back arrow or drag the B
{W slide bar all the way back. ||I|EEI

|1 Dataentyview |gf  Releaseview  |[Ba  Variable view

| Entry 1 o2

HRTRC — Time Recording and Time Approval

A C2ria0s, Revsedtova 27
Notice that the A/A ( Attendance/Absence) column
defaulted ATTN and populated the Co. field — ARK.

HRTRC - 02/16/04
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ATTENDANCES

Tirme Sheet Edit Goto  System  Help
al SEaQ 2B ST an EERE & D
Time Sheel: Initial Screen

e E =Y

Data Entry
Data Ertry Profile frssT0 [@)  Time Specialist Time Entry Profile
Key date B8/17/2083

FPersonnel Selection

|_ Personn...|Mame Fer..|Su.. |[EE.|Cost Cir Org. un. |Ti... |Last name.]E|
| 105 David Cole Fao4|0aL1 (1 |UE 383230 21705313101 [COLE DAY [«]
|_ 104 Dave Colfard Fao4 MELT |1 |UE 383230 21705313181 GOLFORD D[]
|_102 David Conant Fao4 MELT |1 |UE 383230 21705313[101 [CONANT DA
|_1B1 Cebbie Cross Fao4|0aL1 (1 |UE 383230 21705313[101 [CROSS DEB
|_1DB Deborah Davis Fao4 MELT |1 |UE 383230 21705313/101 DAWIS DEB
|_98 Deborah Debusk Fao4|0aL1 (1 |UE 383230 21705313101 DEBUSK DE
|_9T Ciana East Fao4|0aL1 (1 |UE 383230 21705313101 [EAST DIAN
|_95 Ciana Edwards Fao4|0aL1 (1 |UE 383230 21705313[101 EDWARDS D
|_94 Ciane Elias Fao4|0aL1 (1 |UE 383230 21705313/101 ELIAS DIA
|_BT Henry Hiatt Fao40A8L1[1|UE 383225 21705315101 HIATT HEM [«]
|_54 Isaac Hickman Fao40A8L1[1|UE 383225 21705315101 HICKMAN I [+]
D] |[[r]

@ Your data has heen saved d &

AASIS Support Center, Diane Hill 2-18
02/16/04, Revised to V4

You will receive a message stating that “Your data has
been saved”.

To enter time on other employees, repeat steps 11 —
22.

Time that has been recorded and approved can only be
changed by the Agency Time Management Specialist
and Agency Central Time Management roles.

When an attendance/absence type must be changed on
the CATS screen after it has been approved,
transferred and evaluated, ASC recommends that you

HRTRC - 02/16/04 2-18
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ATTENDANCES

Tirme Sheet Edit Goto  System  Help
al SEaQ 2B ST an EERE & D
Time Sheel: Initial Screen

e E =Y

Data Entry
Diata Entry Profile ITSSTD @ Time Specialist Time Entry Profile
Key date 08172003
FPersonnel Selection
|_ Personn...|Mame Fer..|Su.. |[EE.|Cost Cir Org. un. |Ti... |Last name.]E|
| 105 David Cole Fao4 /0801 (1 (UE 283230 21705313101 |COLE DAVI E|
|_ 104 Ciave Colford Fao4 MELT (1 (UE 283230 21705313101 |COLFORD D E'
|_192 David Conant Fao4 MELT (1 (UE 283230 21705313101 CONANT DA
|_1B1 Debbie Cross Fao4 /0801 (1 (UE 283230 21705313101 |CROSS DEB
|_1DD Deborah Davis Fao4 MELT (1 (UE 283230 21705313101 DAVIS DEB
|_98 Dehorah Dehbusk Fao4 /0801 (1 (UE 283230 21705313101 DEEUSK DE
|_9T Diana East Fao4 /0801 (1 (UE 283230 21705313101 EAST DIAN
|_95 Diana Edwards Fao4 /0801 (1 (UE 283230 21705313101 EDWARDS D
|_94 Diane Elias Fao4 /0801 (1 (UE 283230 21705313101 ELIAS DIA
|_ET Henry Hiatt Fao4 /0801 (1 (UE 283225 21705315101 HIATT HENM E|
|_54 Isaac Hickman Fao4 /0801 (1 (UE 283225 21705315101 HICKMAN I E|
D] |[[r]
@ Your data has heen saved <] £
AASIS Support Center, Diane Hill 2-19

02/16/04, Revised to V4

follow these steps: (a) delete the entry from CATS
(i.e. A/A type, number of hours, From & To times, etc);
(b) have deleted time approved by Time Management
Supervision role; (c) Agency Central Time
Management role must perform the time transfer and
time evaluation process™; (d) After a successful time
evaluation, enter the correct time entries in CATS; (e)
repeat steps b and c.

*The system performed these processes on a nightly
batch job.

HRTRC - 02/16/04 2-19



Time Sheet Edit Goto  System  Help
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Time Entry — CAT2
ABSENCES

afad H I @ea@  SHEE SO BRI @D

HRTRC — Time Recording and Time Approval

Time Sheel: Initial Screen
& g

| 3. Click _ = 54 1. Enter a date for which you are
the pencil ns/17/20034===== @ntering time.
| or press
F5 Fer..|Su... |[EE..|Cost Cir Org. un.  |Ti... |Last name.@|
185 Danid Cole Fandloalt[1UE[z83230  [21705313[101 [COLE DAVI [«]
104 Dave Colford FAB4NELT[1|UE[383238  [21705313[101|COLFORD O[]
102 David Conant Fan4NELT[1|UE[283230  [21705313[101 [CONANT DA ||
i Debbie Cross FA@4|0ALT 1 UE(283230 21705313181 CROSS DEB
180 Deborah Davis Fag4NELT[1|UE[z83230  |21785213[181 DAVIS DEB
ag Deborah Debusk FagaloaL1/1UE[z83230  |21785213[181 DEBUSK DE
a7 Diana East FagaloaL1/1UE[z83230  [21785213[181 EAST DIAN
a6 Diana Edwards FagaloaL1[1UE[z83230 21705213181 EDWARDS D .
4 Diane Elias Fapd[oact1|uE|za3230 21705313[101 ELIAS DIA Remember, if no
I Henry Hiatt FAB4[DALY[1|UE[383225  [21705315/101 HIATT HEN [«] employee(s) are
) Flaaszzs |2i7o5atsfiof HIckMan 1<) . .
< 2. Select employee’s [« | displayed, review
personnel number “Accessing the

Timesheet”
AASIS Support Center, Diane Hill 2-20
02/16/04, Revised to V4
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Time Entry — CAT2
ABSENCES

Tirme Sheet Edit Goto Extras  Environment  System

Help

appropriate 50 CP15 cCompensatory Leave 1.5

50 CT10 Compensatory Time @ 1.0x

absence type 50 CT15 Compensatory Time @ 1.5%

50 DISP Disciplinary Leave LWOP

& B H €@ DHEB IO EE @ -
Time Sheet: Data Entr}' View AttfAbsence type (1) 53 Entries Found
Restrictions
EERERaF S on | d@z4ad HE B2ERER = |\—
Data Entry Period 08/17/2003 |- 08/30/2003 NS ENEE
PSG|A/ATy... [Att./abs. type text |s
Data Eniry Area 50 |ADMP  Administrative Leave :'
EiLT|Pers.Mo. |G |Rec. Cotr Receiver WHBS element Fec. order AR 501 R sdministrative e ave L0 R El ]EI
1 71 S0y AMML  Annual Leave El
181 ‘ p ATHL  Holiday Hours Woaorked —El
/ 50 ATTHM  Attendance Hours Worked F
— 50 BMPD  Bone Marrow Donar H
1 4. Enter the / 50 CACG  Chvil AiNCoast Gu 1
) 50 CATL  Catastrophic Leave =
_| personnel number 50 CNJL  Courtand.ury Leave =
- and press enter 5- Enter the 50 CP10  Compensatory Leave 1.0 a
| |[=]
[~]
I

02/16/04, Revised to V4

or double- 50 DSTR Disaster Senice
- click from the 50 EDUM  Education Leave LWOP
K3 50 EDUP Education Leave
dl’Op-dOWﬂ 50 EMBD Employee Birthday
| [1  Data entry view ||£‘ Release view ||E | t 50 FMLA  Family Medical Annual El
Is b 50 FMLH  Farily Medical Haoliday E|
| (L] [ |[«][+] >
E2 Cwrtrice Cronad T — %
AASIS Support Center, Diane Hill 2-21

When an employee takes leave (annual, sick, etc.) you
must record the proper absence code in the A/A column
of the timesheet. Remember if no code is recorded,
ATTN will default.
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"' Time Entry — CAT2
ABSENCES

Time Sheet Edit Goto  Esxtras  Environment

al HICEa@ DHE SOOI EE @ o
Time Sheet: Data Entry View
ERAYIoR @4ad B BwEE O ad

Diata Entry Petiod 08/17/2003 - 08/30/2003 |[H| 3

Systern  Help

Data Entry Area
|NA... Wa.. |Paosition |Total SuU . |From (To MC . |From |Tao TU ..|From |Ta WWE _.|From |Tao TH ..|From |Ta
8.000 0.00 g.00 a.oo 0.og 0.oo
ARML g.00 0E00 (1600 @)

LD IEN

|

|

|

|

| 6. Record times for leave in the
I From and To columns
|

|

|

|

|

[

S D [ 1 I

| 0 [Crata entry view |||;@ Release view |r|3‘,.| Wariahle view Entry 1 of 2

02/16/04, Revised to V4

AASIS Support Center, Diane Hill 2-22

When recording leave for a complete day for a non-
exempt employee, it is not necessary to show a break
for a lunch period. Also, if you record the times of 0800
— 1630, the system will deduct 8.50 hours from the non
exempt employee’s appropriate leave. These hours
(8.50) will also be considered in calculating
compensatory time.

The exempt employee’s leave will only be reduced by
the number of hours in their planned work schedule. Do
not enter the actual absence time pairs for an exempt
employee. Only enter the total number of hours under
the date.
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"' Time Entry — CAT2
ABSENCES

Time Sheet Edit Goto  Extras  Environment

B IHCEQ CHE DDLO BRE @
Time Sheel. Data Entry View
ERAFEom @z4ad B B2E DN @ d

Data Entry Period 08/17/2003 - 08/30/2003

Drata Entry Area

System Help

EfAs.. Wa... |Position |Total SU L From | To MD . From [Ta T . [From [Tae 'WE ..|From |To TH ..|From [To |E|
5.00) 0.00 5.00 o.oe 0.0e 0.o0 [=]
BHNL g.80 5.0 [-]

a

6._Or number of hours taken
under the day or date.

LI

DGR [ 1 IR

| D Diata entry wiew: ||£‘ Release view |r|3‘,_| Wariahle view Entry 1 of 2

AASIS Support Center, Diane Hill 2-23
02/16/04, Revised to V4

If you are recording time used for a complete day, you
can record total hours under the day. If you are
recording total hours taken, record 15 minutes as
.25, 30 minutes as .50 and 45 minutes as .75.

If you have an attendance and absence or two
different type of absences occurring on the same
day, it is recommended that you include From and
To times with each attendance/absence type to
avoid time collision.

This process will affect the non exempt employee as
well as the exempt employee.
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ABSENCES

& 0 eEQ  CHE ODLa0 BE @m

Time Sheet: Data Entry View
BERaAY2oD | GZ4al Bd Bw@BE0s ad

B8/17/2003 - 08/30/2003 || B

Crata Entry Area

LTIF'ers.No. CO..|Rec. CCtr  |Receiver WHBS element Rec. arder AfA.|Wa... |Position |Total SU _|From |Ta I
=181 8.00 @.08 8
181 ARE AWML 8.00 8
1081
TRN —
N
N

7. Enter the Personnel Number
on the next two lines (for
morning and afternoon hours)

[J[ | S [4][]

[J[v] D]
[1 Dataentyview |2  Releaseview [ wariable view
AASIS Support Center, Diane Hill 2-24

02/16/04, Revised to V4
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ABSENCES

Time Sheet Edit Goto Extras  Enwironment  Systerm  Help

& D40 e CHE ODhLOon BE @ m

Time Sheel: Data Entry View
EERAFSIon @az4ap B8 BvwERE D

Diata Entry Petiod B2/17/2003 - B3/3012003 E| 2

Diata Entry Area 4‘
?su ..|Fram [Ta MO . |Fram |Ta TL . |Fram |Ta WE ...|Fram [Ta TH ..|Fram |Ta FR ..|Fram |Ta SA L Frorrm
0. 80 8.00 8.600 g.00 8.00 8.00 o.eg E
8.68 []
3.005:00(11:00| 30008 08(11:00( 3.00/08:00(11:00( 3.00/08:0811:00 -
5.0011:30(16:30| 5. 0011 :30(16:30| 5. 00011 :3016:30( 5.0011:3016: 305
N\
A
8. Enter the times for the
remaining week or payperiod
and press enter. 1
| | | | | | [ | [ | [«]
|| [ 1 [ [ [ [ [ [ | [+]
Lol [ | |[«][v]
| [0 Data entry view |||;“f‘ Release view |||3‘,_| Vatiahle view | Entry 1 of 4
AASIS Support Center, Diane Hill 2-25

02/16/04, Revised to V4

The check entries icon s& will allow you to detect
any errors (i.e. not enough quota, time collision,
etc.) before clicking the save icon.
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"' Time Entry — CAT2
ABSENCES

=] ent

SO I CHE Shon HEE | @

Time Sheet Edit Goto erm  Help

Exfras
afla &
Time Sheet: Data Entry View

EREavF3on| @z4asd B BE2EE O 2

Data Entry Period §8/17/2003 - 08/30/2003 @E

Data Entry Area

SU . |From (To T
0.00 680
I Pers. Ho. 0eaaE1a1 Debbie Cross g.00
I 2.00
o.oe

oo | oo

|

Date M Message text
02/12/20020E No guota available for att./abs. AMML for pers. no. GOOE0101 hetween O

NOTE: In reality, the employee’s Supervisor will have already approved
the Annual Leave. The intent here is to show you that the system does
validate and check against absence quotas at the time of Time Entry.

AASIS Support Center, Diane Hill 2-26
02/16/04, Revised to V4
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ABSENCES

&) 8

Time Sheet: Data Eniry View
| &4 11. Save your entries.

HRTRC — Time Recording and Time Approval

JH e BRE HDDoH0 HE @M

.

[ Data entry view

slide bar all the way back.

Relaase view [

Wariahle view

B8/17/2003 - ee/30/2002 |G| B
Diata Entry Area
LT|Pers.No. |CC. |Rec. CCir  |Receiver WBS element Rec. order AA . Wia. |Position |Total SU _|From |To
=101 40.80| 0.00 (=]
1 he LR AHNL /W 5.00 [+
101 LRK LTTH y4 12.00
101 = LTTN y4 20.00
10. Verify total
hours
9. Scroll back using the 0
N back arrow or drag the [=]

AASIS Support Center, Diane Hill 2-27
02/16/04, Revised to V4
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Time Entry — CAT2
HOLIDAY

Time Sheet Edit Goto  Systern  Help

& i B a0 EE 0O EEE DY

Time Sheetl: initial Screen
& B a %
_\

02/16/04, Revised to V4

| 3. Click T55TD tmespe] 1. Enter a date for which you are
: 08431 /2007 Cmm— : :

the pencil entering time.
| Or press

F5 Fer.|su.. [EE.[costctr Org.un.  |Ti... Lastname.]El

: — FAo40AL1[1[UE[383238  [21705313[101 [COLE DAVI [«]

| |04 Dave Colfard FiodNELT[1[UE[383230  [21705313[181 [COLFORD D [~]

N David Conant FAO4NEL1[1|UE (383230 [21705313[101 [CONANT DA

101 Debbie Cross FAD40AL1[1|UE (383230 |21705313[101 CROSS DEB
! Deborah Davis Faa4 MEL1 (1 |UE (383230 21705313101 DAYIS DEB

I VEE Debarah Debusk FAo40aL1[1[UE[383230  [21705313[101 [pEBUSK DE

I \CE Diana East FAO40ALT[1[UE[383230  [21705313[101 [EAST DIAN

| RE3238  [21785313101 EDWARDS D R b if

| 2. Select employee’s B23230 21705313101 ELIAS DIA emember, IT no
| paazos  217es315/101 HIaTT HEW (<] employee(s) are
| personnel number 83225  [21785315(101 HICKHAN 1 [+] displ y d( ) .

AL o Isplayed, review
[17 H
Accessing the
H bk
Timesheet
AASIS Support Center, Diane Hill 2-28

When a holiday occurs while an employee is on Family
Medical Leave, do not enter FMLH in CATS. Instead
enter HLDY if they are eligible for the Holiday or LWOP
if they are ineligible for the Holiday.

Do not use (PROL) for the Thanksgiving Friday; use
(HLDY).
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"’ Time Entry — CAT2
HOLIDAY

Tirme Sheet Edit Goto Extras  Environment  Systern Help

& B ICE@ SHE (Do EE @0

Time Sheet: Data Entry View
EEaF3on| @zZz4ad B B2 EE DS aa

Data Entry Period 08/31/2003 - 09/13/2003

Diata Entry Area
|LTF'ers.N0. CO..|AA . Wa.. |Position |Total 0831 |Fram |Ta 09/01 |From |Ta 09/02 |Fram [To 09/03 |Fram |To dE|
| =)ot 808 0.080 2.00 B.00 B.08 [«]
|:7?a1 ARK [HLD 5.00 830 [-]
N \ -
_| 4. Enter N\ 5. Enter
I— the the A/A 6. Enter the
I: personnel code total number
| number HLDY of hours to
_| and press be paid
I— enter O
L1 || -]

[l 1 [«

|D Data enitry view |||;‘f“ Release view |||E1 Wariakle view Entry 1 of 2
AASIS Support Center, Diane Hill 2-29

02/16/04, Revised to V4

When a Holiday falls in a pay period, you must enter HLDY
in the A/A column for a non-exempt employee in order for
the employee to be paid for the holiday and to deduct the
holiday from the employee’s leave quota.

(Note: Exempt employee are automatically paid or
banked according to their Planned Work Time)

If the employee is not in pay status the scheduled working
day before and at least one hour the scheduled working
day after the holiday, and thus is not eligible for the
holiday, a quota correction will need to be created to
reduce the holiday balance. (Please refer to the Time &
Leave courseware — Public Holiday Breakdown).

HRTRC - 02/16/04 2-29



An AASIS Training Guide - Enterprise HRTRC - Time Recording and Time Approval

Time Entry — CAT2
WORKED HOLIDAY

dH @@a@ CEE ST 8 EE @M
Time Sheel: Initial Screen

| 3. Click ] TESTD Time ———
the pencil | os/31 2003 1. Enter a date for which you are
|| or press entering time.
F5 Per..|5u.. |EE..|Cost Cir Org. un.  |[Ti... |Last name.]
105 David Cole FAOA[0AL1[1|UE[383230 21705313101 |COLE DAVI [4]
[-]
102 David Conant FAG4NELT[1|UE[383230  |21705313 /101 [CONANT DA
101 Debbie Cross FAG4[0AL1[1|UE[383230  |21705313 /101 |CROSS DEB
'Hma Deborah Davis FABANELT[1|UE[383230 21705313101 [DAYIS DEB
, k83230 [21705313[101 DEBUSK DE
2. Select employee’s BE3230  [21705313[101 EAST DIAN
personnel number k83230 |21705313/101 EDWARDS D
. CTameETE e TECTTIOe 83230 (21705313101 [ELIAS DIA
B7 Henry Hiatt FAB4[DALT[1UE[383225  [21785315[101 HIATT HEN <]
B4 Isaac Hickman FAD4[0ALT[1|UE[383225  |21705315 /101 HIGKHAN I [+]
[l e [« [ ]

AASIS Support Center, Diane Hill 2-30
02/16/04, Revised to V4
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WORKED HOLIDAY

Time Sheet Edit Goto Extras Emwironment Systerm Help

7 B dH eEa@ BHE DO EE @ o

Time Sheel. Data Entry View
ERAFEom @4l B BaE DN @

Data Entry Period 0%/31/2003 - 09/13/2003

Drata Entry Area

|LTPBI‘S.ND. GO AR WWa... |Position  |Total 0831 |From |To 09/01 |From |To 08/02 |From |To 0903 |From |To dﬁ|
| |=[04 8.80) B.80 860 0.e@ 0.68 [«]
| 1194 ARE [WKHL 5.88 B.g0 [~]
N \ n
| 5. Enter the A/A | |] 6 Er;ter

4. Enter code WKHL o

the total hours

worked

personnel

number

and press -

enter o
| [« L[]
|D Diata entry view |||;“f‘ Release view |||3‘,_| Vatiahle view Entry 1 of 2

AASIS Support Center, Diane Hill 2-31

02/16/04, Revised to V4

If an exempt regular position employee works the
holiday, you must enter WKHL in the A/A column. When
a non-exempt employee works the holiday, ATTN will
pay the employee and allow the holiday to remain in
their quota to be used at a later date.

If an exempt employee works the holiday, he /she is paid
or banked according to their work schedule. When
WKHL is entered on the timesheet, holidays hours are
banked for exempt employees and will appear on PT50
— Quota overview.

If you have a exempt extra help employee, you will need
to enter ATHL instead of WKHL in the A/A column. A
exempt extra help employee would have a subarea of

NELZ2.
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Time Entry — CAT2

WORKED HOLIDAY

Time Sheet Edit Goto Edras  Environment Systen  Help Time Sheet Edit Goto Edraz  Enwironment  System Help
& BB @ CRE ADH: ¢ 140 e CHE BhLan|
Time Sheel: Data Entry View Time Sheet: Data Entry View
BEEATEZoR E4a0 B8 BrvEE ERAYICOR(EZ4aD EQ BRERT
Data Entry Perind 08/31/2003 - 09/13/2003 Data Entry Period 08/31/2003 - 09/13/2003
Diata Entry Area [Drata Entry Area
LTPerE;.No CO.. A4 (Tatal 08/31 |From |Ta 09/01 |From |Tao 09/02 LTPers.No CO... A [Total 0231 |From (To 0901 |Fram [To (0902 |From
=105 8.00 0.00 8.00 0.00 m(1ed 3.00) 0.00 3.0 000
105 ARE |BTTH 4.00 40008001200 104 ARK [WEHL 3.00 3.00 =)
105 ARE HLDY 4.00 4.00[12:30(16:30
N Ao B aom

‘D Diata entry visw ”ﬂ“ Release view ”& Variable view Eritry 1 |D Diata Erry view ||£‘ Release view ”E Wariable view | Entry 1 of 2

AASIS Support Center, Diane Hill 2-32
02/16/04, Revised to V4

When a non-exempt employee works on a holiday for
part of the day, record ATTN and the time frame
worked. On the same day, record the remaining non-
worked hours as HLDY and the time frame off.

If an exempt employee works the holiday for part of the
day, record WKHL and the number of hours.
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WORKED HOLIDAY

Tirme Sheet Edit Goto  Extras  Enxironment  Systermn Help

& A8 e SHE D08 HEE @ o

Time Sheet: Data Entry View
EEREaF3on aztad B & BeREE DS &

Data Entry Period 08/31/2003 - 09/13/2003

Data Entry Area
Pers.No. CO. AR Wa. [ Total 08/31 |From |To 09/01 |From |To 08/02 |From [To 08/03 |From |To 08/04 Fro
=7 5.00) 0.00 5.00 0.00 B.08 0.00 [+]
7 ARK ATHL 5.008 5.00 E
EXEMPT

[+]
|| [~]

LIl 1 L]

| [ Data entry view ||ﬂ‘ Release view ||&| Wariable view Entry 1 of 2

AASIS Support Center, Diane Hill 2-33
02/16/04, Revised to V4

When an exempt employee is ineligible for the holiday
but actually worked on the holiday, record ATHL and the
number of hours worked. This attendance code will pay
the employee for hours worked for the holiday.
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Tirme Sheet Edit Goto em Help
& BlaH @@ SHE STan BRE @0
Time Sheet: Initial Screen
i! EW=E
N
1 3. Click T -+ 1. Enter a date for which you are
the pencil | w14200: 4= entering time.
| or press
| F5 Fer._.|Su.. |EE.|[Cost Cir Org. un.  (Ti.. Lastname.]E|
| 105 Ciavid Cole FADA DALY |1 |UE|3B3230 217053131101 |COLE DAWI E|
| 104 Dave Colford FADANELT |1 |UE 383230 21705313101 |[COLFORD D @
| 102 David Conant FAOAMELT |1 |UE 383230 21705313107 |COMANT DA ||
| 101 Debbie Cross FAD4 DALY |1 |UE 383230 21705313101 |CROSS DEB
| 108 Deborah Davis FAD4 MELT |1 |UE 383230 217053130101 DAVIS DEB
| a3 Dehorah Debusk FaO4|0&L1 1 UE[3E323A 21705313181 DEBUSK DE
| 9? Diana East FAGQ40ALT 1 UE 383230 21705313181 ELST DIAN
| 96 Diana Edwards FADA DALY |1 |UE|3B3230 217053130101 EDWARDS D
| 04 Diane Elias FAD4 DALY |1 |UE|3B3230 217053130101 ELIAS DIA Remember if no
— H
| 7 Henry Hiatt FAD4 DALY |1 |UE 383225 21705315101 HIATT HEM E|
[T §3225 21705315(101 HICKHAN I [+] emp|0yee(8) are
1 H . .
| 2. Select employee’s I« | displayed, review
__| personnel number “Accessing the
H th
Timesheet
AASIS Support Center, Diane Hill 2-34
02/16/04, Revised to V4

When an employee is on LWOP for an entire week,
your Agency’s Benefit Specialist must be notified. Also
notify them when you have an employee on Family
Medical Leave.
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Time Entry — CAT2
LWOP

Time Sheet Edit Goto Extras Emwironment Systerm Help
Bl CE@ DHE OTLOo0IHEE @ m
Time Sheel. Data Entry View

ERAFEom @4l B BaE DN @

Data Entry Period =)
5. Enter the A/A
Data Entry Area code LWOP _‘
PBI’S.ND. GO |AA T [P OSTO TOTET 0 |From |To Mo From (To TU _|From [To  WE . |From [To ﬁ
a7 24 00| 0.00 8.00 B.00 8.00 [=]
i) ARE |LWOP 24 .00 8.00 .00 8.00 Ig‘
N |
1 \‘ ad
4. Enter the 6. Enter
personnel total hours
number for LWOP
and press
enter [+]
I [ ] [~]
[T (]
| [0 Data entry view |||;“f‘ Release view |||3‘,_| Vatiahle view Entry 1 of 2
AASIS Support Center, Diane Hill 2-35

02/16/04, Revised to V4

For each day the LWOP A/A code is used, the
employee will not be paid. If the employee is made
inactive using the LWOP action on the personnel side,
then no time need to be entered on the time sheet.

The LWOP action must be performed by the Agency
Personnel Management role.
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Goto

afa B e DEE BN OaEE @D
Time Sheetl: Initial Screen
_{ E & %

N
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Time Entry — CAT2
OVERTIME PAID

3. Click e -we| 1. Enter a date for which you are
the pencil na/14/20034=—== entering time.
or press
F5 Fer.|Su... |EE..|Cost Cir arg. un.  (Ti... Lastname.]E|
| 105 Diavid Caole Food 0aL1 (1 |UE 283230 217053131101 [COLE DAMVI E|
| 104 Drave Colford Food MELT (1 |UE 283230 217053131101 [COLFORD D @
| 102 David Conant Food MELT[1|UE 383230 21TAS313[101 CONANT Da [ |
| 101 Dehbie Cross Food 0aL1 (1 |UE 283230 21705313101 CROSS DEBE
| 100 Diehorah Davis Foaod4 WELT[1|UE 283230 217053130101 DAVIS DEBE
| a3 Cieharah Dehusk FLo40aL1 (1 (UE 383230 21705313101 DEEUSE DE
| ar Diana East FLo40AL1 (1 (UE|383230 21705313101 EAST DIAN
PE Diana Edwards Faod4 0aL1 1 |UE 283230 21705313101 EDWARDS D
94 Diane Elias Foo4 0aL1 (1 |UE 283230 217053131101 ELIAS DIA Remember |f no
— H
| G¥ Henry Hiatt Food 0aL1 (1 |UE 383225 21705315101 HIATT HEN E|
| G4 Izaac Hickman Foaod 0aL1 (1 |UE[2B3225 21705315101 HICKMAN IE| employee(s) are
I« | displayed, review
4 H) H
2. Select employee’s “Acpce)sls'nq the
| i
personnel number - -
Timesheet
AASIS Support Center, Diane Hill 2-36
02/16/04, Revised to V4
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"' Time Entry — CAT2
OVERTIME PAID

Time Sheet Edit Goto  Exras  Enwironment  System Help

& 2 dH e SHE anoafn BE @

Time Sheet: Data Entry View
ERaAaFES ol @4l Ba Ba2EE DN 9d

Data Entry Period 09/14/2003 - Q9/27/2003

Crata Entry Area _‘
PerS.ND. co. |aia wa. [Position [Total U JFrom [To Mo _[From [To  [Tu _|From [To  |wE . [From [To [T
95 40 00| 000 g.00 g 00 & 00 [«]
a5 ARK [ATTH 20 08 4.08ag:00[12:00| 4.00[p8:00/12:00| 4.06[08:08[12: 00 [~]
a5 ARK [ATTH 20 08 4 oa[1z:3016:20) 4 oofiz:zafie 30 4 pahz zafhie:30) ||
.4
N ” |
| 4. Enter 5. Enter
_| employee’s regul.ar
—| personnel working
_| number for hours |
—| regular E
.| attendance (DI I[D]
@ hours Base view ||E| Yatiahle view Entry 1 aof 3
AASIS Support Center, Diane Hill 2-37

02/16/04, Revised to V4

If the employee has worked over their normal work
schedule, the OT10 (Overtime 1.0x) or OT15 (Overtime
1.5x) codes will pay the employee the number of hours
specified in the current pay period.
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Time Entry — CAT2
Time Sheet Edit Goto Extras  Enwironment Systerm  Help
& & Q‘G'@Q CEE ODhon EE @O
Time Sheet: Data Entry View \9 Click
BRa %8 0o ez S Click to save | @@
Data Entry Period @9/14/2003 - 09/27/2003
}> Data Entry Area
|LTF'ers.N0. oA Wa. |Position  [Total g _|From [To MO _|From [To  [TW __|Fram [To  WE ._|From |Ta ﬂEl
[ |=es 42 00| o.a0 1008 8. 00 8. 00 [«]
[ | s LRE [ATTH 2000 4. oejs:aef1z 00| 4,005 06(1z:00| 4.00008: 0aji2:ea (-]
[ | s LRE [ATTH 2000 s.oafz:30016:30] 4.00012:30016:30] 4. 00f12: 30016 30] |
|: g LRE (0T 2.00 2.08[16:30[18: 30
v
i >
/ 7. Enter the A/A
6. Enter code OT10 or 8. Enter
;ersonnel | |OT15 overtime
P working | |
number and h 4]
t ours =
press enter anom an
|D Diata entry view |||ﬁ“ Release view ||&| Wariable view |Entnr1 of 4
AASIS Support Center, Diane Hill 2-38
02/16/04, Revised to V4

Note: Do not use the OT10 or OT15 attendance
codes unless you have permission from OPM and
the appropriation for an overtime payout. Improper
use of these codes may cause an employee to be
paid improperly.

Do not use the CT10 or CT15 attendance codes.
These codes were designed specifically for one
agency and will cause an employee’s comp time to
be incorrectly computed.
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"' Time Entry — CAT2
OVERTIME PAID

Tirme Sheet  Edit

Goto  Exdras
200 @@ DHE D00 BEE @
Time Sheet: Data Entry View

BEEAF S on| @FHad BE&E B2 EB DN ad

iTiata Entry Pariod; B9/14/2803 - 89/27/2003

Erwironment  Systern Help

Data Entry Area
| ILTlPers.no. |co. |ais. lwia. |Position [Total SU _|From [To MO ..|Fram [To  |TU _|From [To |WE .|From [To |70
= 42 0| 0.00 1000 8. 00 8. 00 [«]
| 96 ARE (MTTH 20.00 4.000@3:0012:00| 4.0003:0012:00| 4.0003:00012:00 I;‘
| a6 LRE (BTTH 20 .08 4.0012:3016:30 4.0012:3016:30| 4.0012:3016:308] ||
| 96 LRE [OT15 2.00 2.00(16:30/18:30
| [2]
|_| [~]
[T |[4][v]

| [iata entmview ||r@ Felease view || % Yariable view Entry 1 of 4

|® CheckwiBudget for authorization to pay overtirme [> | 515 sapgas | OVR
AASIS Support Center, Diane Hill 2-39

02/16/04, Revised to V4

If your agency is authorized to pay overtime, upon
clicking the save icon, you will receive the message,
“Check w/budget for authorization to pay overtime.”
This notification is to prompt you to verify if there is
sufficient authorization on the budget quad (fund/fund
center/commitment item/functional area) for the cost
center being entered.

If all verifications are made, green check & to
continue.
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' Time Entry — CAT2
OVERTIME PAID

Systern  Help

Extras
BdH @a@ CRE 0o HE @0
Time Sheet: Data Entry View
ER&AFSon @4l BE BaEE DS &

‘Data Entry Period; 09/14/2003 - 09/27/2003

Ervironment

Goto

Time Sheet Edit

Diata Entry Area
| |LT|Pers.Mo. (o |aiA |wa. |Pasition [Total su _|From [To Mo . |From [To [t _|From [To  |wE _|From [To |10
|_!E‘95 42 ga 8.00 1800 g.6m g.08 [«]
| 05 ARK ATTN 20,80 4. B002:00(12:80| 4 PEES:E012:00| 4.00/02:06/12:00 Igl
| 95 ARK (BTTHN 20.00 4 00[12:30[16:30| 4 0EM2:30(16:30| 4 0Af12:30016:30) | |
| 05 ARK [OT15 260 2 BO16:30[18:30
|
|
|
|
|
|
|
| [2]
| | [~]

[T L[+

[ pata sty view | 0 Release view |G ariakle view Entry 1 of 4
@ Mot authorized to pay overtime |>|61D sapgas | OVR

AASIS Support Center, Diane Hill 2-40
02/16/04, Revised to V4

If your agency has no authorization to pay overtime, you
will receive the message, “Not authorized to pay
overtime.” You will need to correct your entry to an
applicable attendance code before the time sheet can
be saved successfully.

Note: These edits does not check the budget
automatically when the time entry is saved. You can
verify that the cost center or the employee master
cost center assigned to this is funded for overtime
(commitment item 501:00:06) through your fiscal
department.
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Time Entry — CAT2
SHIFT PREMIUM

Time Sheet  Edit

Goto Sy

A H e CHE OO FAE @

&
Time Sheel: Initial Screen
B ad
g Enty 1.E date for which
557D .| 1. Enter a date for which you are
3. Click nar142003 Y €Ntering time.
the pencil
or press
p Fer..|Su... |EE.|Caost Cir Crg.un.  [Ti...|Last name.lﬁ|
F5 le Fao40aL1 (1 |UE 383230 21705313101 [COLE DAVI |E|
104 Dave Colford FLa4MELT (1 |LUE 383230 21705313101 [COLFORD D @
102 David Conant FRa4MELT(1|LUE 383230 217053131071 [COMANT D& ||
161 Cebbie Cross FLa40aL1(1|LUE 383220 217053131101 [CROSS DEB
100 Deborah Davis Fao4MELT 1 |LUE383230 21705313101 DAYWIS DEB
98 Ceborah Debusk FLa4(0ALT(1LUE 383230 217053131101 DEBUSK DE
a7 Ciana East FRa4(08L1T(1|LUE 383230 217053131101 [EAST DIAM
Ciana Edwards FLa40aL1(1|LUE 383220 21705313101 EDWARDE D
Diane Elias FuaaDaLt[t|UE[383238 21785313181 [ELIAS DIA Remember, if no
Henry Hiatt Faa40ALT (1 LUE 383225 21705315101 HIATT HEN [a]
Isaac Hickman FLa40ALT[1|UE 383225 21705315101 HIGKMAN I [+] employee(s) are
[l 1 I | displayed, review
) 11 H
_| 2. Select employee’s Accessing the
H ”»
personnel number Timesheet
AASIS Support Center, Diane Hill 2-41
02/16/04, Revised to V4
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' Time Entry — CAT2
SHIFT PREMIUM

Extras  Enwironment
Bl ICa@ DHE OTo0 IHEE @
Time Sheel. Data Entry View
EEREavon azztad B8 B2 ERDE €

Data Entry Period 09/14/2003 - 09/27/2003

System Help

Time Sheet Edit Goto

Drata Entry Area 4‘
!LTPers.No. CO..|AA.. [Wa... |Position  |Total SU L From [To MO ... |Frorm |To TU ..|Fror |To 'WE ..|From |To 'Im
HIET 40 80| 0.00 8.0 g.0m 8.0 [«]
67 ARE JATTN 40. 600 9.00@23:0007:00) §.0023:0007:00| 8.0023:00[07 00 @
L N |
\
\V.d
4. Record the From and To
hours of the shift
[+]
|| [~]
[ |Ladlv]
| D Diata entry wiew: ||£‘ Release view |r|3‘,_| Wariahle view Entry 1 of 2
AASIS Support Center, Diane Hill 2-42

02/16/04, Revised to V4

Do not enter from and to hours for midnight shift

employees, use only total hours until further notice.
Please remember to maintain accurate time frame
hours on the paper timesheet.
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Time Sheet  Edit Goto Extras  Environment  Systern Help
& o H @@ CHR Do HEE @M
T'me sneet: Data Entry V,' Wage type (13 13 Entries found
B & ? g G | @ E_ - Restrictions @
|
Data Entry Period mo/14/2002 | o | B [GE | GBE |2 2=
|Wagety...|Wagetypetext |Start date |En|:| date |
= ——— 1208 Difficult to fill -CATS 01/01/1900 12/31/9999
— & — 1212 Shift premium 0140171900 - - - - ——
| Pers.Mo. [CO.. |AA.. e, [Position) 1217 Maximurn Secutity Pay 0140141900 12ra1i9a9g  [l|Fra . .
| 6T 1218 Hazardous Duty 01/01/1900 12/31/9999 ] 6 nghllght the
&7 LRE ATT 1220 Max SecurityHaz Duty Pay 010111800 1203179998 _ |glog- .
I = /| —~ 1222 Sch AT Hrs-LPN-520 01/01/1900 1273119998 €T approprlate
1223 Unsch Aft Hrs-LPIN-522 01/01/1800 12/31/8998 |||
| 5. Enter | ||1224 Sch Aft Hrs-RN-528 011900 12319998 | | wage type and
| . 1225 Unsch Aft Hrs-RN-§33 0140141900 12/31/8999 .
| the waaqe I {|1230 HS Call-Backup-wkday-§5  01/01/1900 12/31/9888 || double-click to
| g {1231 HS Call-Bkup-wknd/Hok$7 — 01/01/1800 123159988 | populate
type or L{}1232 HH Call-Backup-Ykday-58  01/01/1800 123159999 |1 |
| | |1233 HH Call-Bkup-¥¥kndiHal-§16 01/01/1900 12/31/9999
| pull from |
I the drop-
| down list | [+]
|| I R _| [~]
13 Fniring fognr [Ladl»]
| [l Data entry view ||ﬂ‘ Release view ||&| Wariahle wiew Entry 1 of 3
AASIS Support Center, Diane Hill 2-43
02/16/04, Revised to V4

When an employee is eligible for shift premium pay, the
hours that are worked with the appropriate wage type
MUST be entered on CATS (Cross Application Time
Sheet) for the employee to be paid.

Note: If you have entered a wage type, skip to step 7.
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' Time Entry — CAT2
SHIFT PREMIUM

Time Sheet Edit Goto Extras  Enwironment  Systern H

Bl B CE@ DHE ODoND I EE @ m
Time Sheetl: Data Entry View
EEREavIon aztad B B2 ER DS Ea

Data Entry Period 09/14/2003 - 09/27/2003

Data Entry Area 4‘
Pers.No. CO..|AA.. [Wa... |Position  |Total SU L From [To MO ... |Frorm |To TU ..|Fror |To 'WE ..|From |To 'I
=67 40.90| 0.00 8.00 g.08 g.00 [«]
67 ARK |ATTH 40.00 8.00)23:0007 00| 8. 00[23:00@7 00| 8.00[23: 0007 00 @
67 ARK 1212 40.00 g.00 g.o0 g.00 -
\ .4
7. Enter the total
number of hours for
the shift premium for
each day earned. E
- oom=———— QD)
| D Diata entry view: ||£‘ Release view |rE:| Wariahle view | Entry 1 of 3
[ PO s | . .
AASIS Support Center, Diane Hill 2-44

02/16/04, Revised to V4

Note: Wage types and Attendance/Absences codes
can not be entered on the same line.
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATO

T

Tirme Sheet  Edit Goto  Systern Help

| CE@ D EE S mae | EE e D
Time Sheet: Initial Screen
& E & ¢

_\

s

[rata Mt
| 3. Click T65TD mmesy 1. Enter a date for which you are
. B2(07/2004 uumm— 1 i

| the pencil entering time.
i Or press

I F5 Per.|su.. [E[E.|cost Gt Org. un. [Ti...|Last name JTT]

! ernathy Faa4(0aL1 1 u[zs3241 21705318101 |[ABERNATHY [+

| |is5 Aaron Abney FaB4NEL1 [1[UE[z83307  [21785314[101 [RENEY aaR [

| Tss Albert Abshure Fa@4|NELT [1|UE[383272  |21705314[101 [8BSHURE & | |

| fros Carol Adair Faa4(0sL1 1 uB[zs3z01 21705318[101 |ADAIR CAR

| |57 Alicia Alberson Fa@4|NELT(1|UE[z83230  |21705213[101 [ALEERSON

| |14s aleria Alexander Fam4(oaLd [ |uslza3zaq 21705318101 |[ALEXANDER

| fros endy Alexander Fao4(oaL1 1 |un|zs3z01 21705318101 |ALEXANDER

| s Alysia Allen F4@4|MELT (1 |UE[z83248  |21705293[101 [ALLEN ALY \

| A% Randy Allen FAG4 DAL [T (D 383201 21705318101 LLLEN RAN Remember, if no
| ||2e0 arren Allan Faa4(08L1 1 UB[z83201 21705318 101 LLEN WAk [+ employee(s) are
| [lza1 anda Allison Fa@4(0aL1 1|08 [z83201 ziTosais[ie1 aLLIson W=l . .

D] < | displayed, review
, “Accessing the
| 2. Select employee’s
H bk
personnel number Timesheet
AASIS Support Center, Diane Hill 2-45

02/16/04, Revised to V4

The Previous Day indicator function is used to connect
times worked after midnight that are recorded in the
next pay period to pay in the current pay period. This
function is also needed when a break occurs during a
shift after midnight.

Note: If only total hours worked per day are
recorded, you do not have to perform this
demonstration.
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Time Sheet Edit Goto Extras  Enyironment System Help

(/] 9 H eEe DHE ODDOO I BRI @m

Time Sheel: Data Entry View
EREadIon gZdad B B2 BB 0S| a0

Diata Entry Period 02/01/2004 - 02/14/2004

Diata Entry Area 4‘
F'EI’S.ND. CoOLL AR Wa.. [ Total SU |From |To M . From [To TU ..|From |To WE ...|From |To TH .. Fro
=149 0.00| 0.00 0.00 .00 0.00 o.00 [=]
149\ o.00 2200|0200 0230 |06 =) El
N t _— K .
\
| 4. Enter 5 Record 6. Double-click
-| personnel first part of in the From or
| number; shift; To times in
-| press enter record second part of
second shift | |
part of T T g
-~ shift on [Euy
|D Drata entry view ||ﬂ‘ Release next day gy Entry 1 af 2
AASIS Support Center, Diane Hill 2-46
02/16/04, Revised to V4

2-46
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Time Entry — CAT2
Time Sheet Edit Goto Extras  Enwironment Systerm Help
& Bl H @& I SHE HDOoDIEE @
Time Sheel: Data Entry View
REaF 2 on| @FXad B B2 ERER DS
Data En i 32 /01200 2004
- 7. Click in the ‘Prev. 4
E) - -
!LT_F day indicator’ box I fo  |WE .|From [Ta [TH ..|Fromf]
1 > T 0.0a 0.06a [=]
[ 02:30 End time 06: 30 El
.Reasonforrejection
Technhical infarmation
Frocessing status 10 Inprocess
Drocument no.
go ¥ ||
_\|III|E”I|II||I|I| IIIIIIEl
; | |
8. Click the
0 Df green check ease view ||&| Variable view |Entnt10f2
AASIS Support Center, Diane Hill 2-47
02/16/04, Revised to V4

The “Previous day indicator” ensures that the entire shift

(before midnight and after midnight) are evaluated in
the proper pay period.
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Time Entry — CAT2
OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Time Sheet  Edit

Goto

Extras

Environment Systern Help

Bl @@ CDHE DDOon EE @
Time Sheet: Data Entry View

EEaT B on| @zdasHl B&E B ERE DS @
Data Entry Period B2/14/2004

P
Diata Entry Area

p2s01s2004 -

N/
QLT|F'erS.N0. |CO...NA... WWa...|Total SU . |From |Tao O . |From |Ta Ll . |Fram |To WWE ...|Fram |Ta TH . Frurr|
3 149 6.08 .00 0.00 0.00 0,00 0.00 [=]
149 BRE JATTH S.B\ 4.00[22: 0002 :04 4.BBBEZ3BDE:3D El
\ // N\ -
[+]
| [~]
[l T |[«[»]
|D Data entry view |L£‘ Release view ||Ea wariahle view Entry 1 of 2
AASIS Support Center, Diane Hill 2-48
02/16/04, Revised to V4

Notice that the hours are now connected to the previous
day for a total of 8 hours for the entire shift.
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Time Sheet Edit

Goto

Extras Systermn Help
BB e SHE DDOan EE @ m
Time Sheet: Data Entry View

ERaF @ on @axxkael B8 BwER DS @
Diata Entry Period P2/01/2004 - B2/14/2004

Enwironment

Drata Entry Area 4‘
|PerS.N0. |CO... AdA|Wia.. | Total SU _|From |Ta MO . |Fram |Ta TU . |Fram |Ta WE ... |Fram (Ta TH _.|FromTT]
= 149 16.00( 8.00 4.08 4.08 0.0 o.oo El
149 ARE |ATTH 8. 00 4 0022000200 4. 0002300530 =) El
149 ARK [ATTH 8.00 4 0022: 00020084 QA2 300630 -
9. Repeat steps 4 — 8 until all
times have been entered.
[«]
|| (-]
[T [«][+]
|D Diata entry view ||£‘ Release view ||&| Wariahle view Entry 1 of 3
AASIS Support Center, Diane Hill 2-49
02/16/04, Revised to V4

If the employee, works another shift on the same day,
record the shift times on a separate line.

Note: This will not interfere with the times already
entered. Notice how the total hours only reflect the
hours recorded for that shift.
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Time Sheet Edit Goto  Extras

Erwironment  Systern Help
A0 e DHEBE mToo HEAR @ m
Time Sheel: Data Entry View

Gé%‘2®|IE@@EEé§|@@
Diata Entry Period (uzmwzam . azmuza 10. Click the next
arrow icon. —4|
Data Entry Area \/
}‘ELTPerS.No. |CO... AdA . Wa. . |Position  |Total TH ..|From |To FR _.|Fram (To SA . |From |To IEI
= 149 7600 800 860 400 [=]
: 4RK [ATTH 16.80 [-]
8¢ WRE [ATTH 16.00( 4.00[02 30/06: 30 |
149 4RE [WTTN 1660 4 06fz2 00(6z 00| 4 @602 36[06° 30
149 4RK [ATTH 1680 4 mojzz oojpz a0 4 o6joz 300630
149 4RE [UTTN 1280 4 onj22:o0(0z: ap o
Note: If the first part of the shift is in one payperiod and
the second part of the shift is in a different payperiod, it is %
— | imperative that the ‘Prev. day indicator box is check to —an
[, |ensure tPe employee is properly palld.
AASIS Support Center, Diane Hill 2-50

02/16/04, Revised to V4
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

& IH CaQ SHE anan R @O

Time Sheel: Data Entry View
BERAY SO Al (@ BwEEOS @4

p2/15¢2004 - 02/28/2004 || (S

Drata Entry Area

;LTIF'BFS.ND. |CO...NA... Wa..|Position |Total SuU _|Fraom [Ta MC .. |From |Ta TWL ... |From [Ta WE ... |From |Ta
= 149 4.00 4.00 o.og o.oe o.oa

149 LRE (ATTH 4.00) 4.0002:3006:30(%

[+]
X =l
\
11. Enter 12. Enter
personnel Fror_n and
number; To times
press enter for second
part of U
shift 5
[4][»]
[1  Dataentryview = Release view =) Viatiable views
AASIS Support Center, Diane Hill 051

02/16/04, Revised to V4
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

& IH CaQ SHE anan R @O

Time Sheel: Data Entry View
BRa% 2 oE Al (@ BwEEOS @4

p2/15¢2004 - 02/28/2004 || (S

Drata Entry Area

;LTIF'BFS.ND. |CO...NA... Wa..|Position |Total SuU _|Fraom [Ta MC .. |From |Ta TWL ... |From [Ta WE ... |From |Ta
= 149 4.00 4.00 o.og o.oe o.oa

149 LRE (ATTH 4.00) 4.0002:3006:30(%

13. Double-click
in the From or To
times of the
second part of
the shift

(][> | ] [[«][»]

L] ] [« ] o]

[1 Dataentryview |&  Release view [ variable view

AASIS Support Center, Diane Hill 2-52
02/16/04, Revised to V4
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Time Sheet

Edit Goto Exras  Enwironment

k=1

A HI @@ BREIBDO80 EE @
Time Sheel: Data Entry View

EERav3on @zdald HE B R B DE| Ed

Data Entry Petiod P2¢15/2004 - 02/28/2004

Cell Information

Additional infarmation: General PP ST [P AR AR |

" Cell content 4.08 h o.oo 0.0a
Starttime Lo-20 = 530

legrer dayindicaior ) 14. Click in the
‘Prev. day indicator’

Technical informmation box.
Frocessing status T Tn process
Drocument no.

_i o X

MR 1 [ T [ [ [ T |
L]

D 15 CIICk the ase view |r&| Wariable wiew |Entr3r1 of 2

green check

LLDIE] |

[J0v]E

AASIS Support Center, Diane Hill 2-53
02/16/04, Revised to V4
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

18 e CHER DDO0 BE @M
Time Sheel: Data Entry View

BRAYEZoR IR4aB BE Ba2EE 0.

B2 /15/2004 - 02/28/2004 B
16. Click previous
Data Entry Area .
EE'PMS.ND. lgo. |aa.. wa..|Position  [Tatal su ey AFFOW ICON To  |WE ..|From |To
= 149 0.00/ .00 0.08 0.08 0.08
BT BRE [ATTH 4. 00 4.9992:3995:39b

(][> | ([« ][]

L] ] [+ ] ]

[ Dataentryview  |&  Release view [ variable view

AASIS Support Center, Diane Hill 2-54
02/16/04, Revised to V4
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OVERNIGHT SHIFT — PREVIOUS DAY INDICATOR

Vi 1R 0@ CHR D00 HE @B
e Sheet: Data Entry View\|
18. Click to 19. Click to B&E0.E| 30

H H 2064
validate entries save
Data Entry Area
§L'I'|F'ers.N0. CO..|AAL Wa.. |Position  [Total S |From |To MO . |From |To TJ .. |From |To WWE ...|From |To
= 149 B0.00| §.00 §.00 §.00 §.00
149 ARE |ATTHN l’ 44 00| 4 . 00[22:00|02:00[().0002:3006:30) 4. 00|02 :3006:30| 4. 0002300630
149 ARK BTTH / 32.00 4. 0822 0002:00) 4. 001220002 00| 4 0022000200
17. Verify totals

[JD | N [« ]

L] ] 4 ]

[ Dataentyview |2  Release view B wvariable view

AASIS Support Center, Diane Hill 2-55
02/16/04, Revised to V4
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MILITARY LEAVE

term Help
Bl B SE@ | O EE @ D
Time Sheel: Initial Screen

o B a

Time Sheet  Edit

Goto 5

02/16/04, Revised to V4

Data .
oad 3. Click  [ssmo -4 1. Enter a date for which you are
| the pencil [*/2/220: +——| entering time.
T
rers| OF Press
|:E F5 Fer..|5u. |EE. |Gost ctr Org.un.  |Ti.. Lastname.]@|
[ N— FandoaL1 |1 [UE[z83230 217053121101 [COLE DAvI [«]
| Dave Calford Fa04 NEL1 1 |JE|383230 21705313101 COLFORD D [~
102 Dawvid Conant FaD4 MEL1 [1 [UE 383238 21705313101 [GONANT DA
101 Debhie Cross Facd oAl |1 UE[za3230 21705312101 [CROSS DEB
100 Deborah Davis Faod NEL1 [1 [UE 383230 21705313101 [DAYIS DEB
a8 Debaorah Debusk FandnaL1 [1|uE[z83230 21705313101 |DEBUSK DE
97 Diana East Facd oAl [1|UE[za3230 21705312101 EAST DIAN
56 Diana Edwards Fao4 oAl [1|UE[za3230 21705313101 EDWARDS D
UE[z83230 21705313101 ELIAS DIA .
J Remember, if n
2. Select employee’s UE[383225  [21705315 101 HIATT HEN [] emember, o
personnel number UE[383225  [217@5315[101 HIC}{lr‘%lellm employee(s) are
' displayed, review
13 H
Accessing the
H tH
Timesheet
AASIS Support Center, Diane Hill 2-56
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"’ Time Entry — CAT2
MILITARY LEAVE

Time Sheet Edit Goto Extras  Environment System Help

%} Pl @G, DMM D as| [HE Q5
e i i 5 LN
Time § :
5. Click the drop- i
E E T nIES
2 ¢ down button - ¢ | '
o — =B
Data Entry Perid B9/2) =
Start date | End date
Data Ertrr ok MCA0  Military Leave Comp 1.0 | 06092002 12031/9939 [[«
— ] MG15  Military Leave Comp 1.5 | 06082002 12031/9988 |[+ —
[EiLT/Pers.no. o |am. fwal . 1 Military Leave Annusl 0110171990 1231/3939 To  |08/30 From [To  [10601 [From [Te |1/
| =104 N ) | o mal [ | & nal ] []
Lt MILH  Military Leave Holiday 0 12/31/9993 . . __El
I__m“ <) MILL  ilitary Leave LIOP 011011980 6. Highlight the =
|y MILY  Military Leave 010141980 12/31/9999 : | I
ropri A
|_ / - -sie Hours Warke 01/01/1900 127313859 app Op ate AI |
I_ 4. Enter || |50 OT10  Overtime @1.0x 0170111900 12/31/9999 type and double- |
| || |50 OT15  Overtime @1 5x 010141900 12/31/9999 . I
|_ the | [ |50 PROL GovernorProclamated Lve 010171900 12731/3583 CIICK to pOPUIate
50 SICK  Sicksll D011 980 1 2/31/9999
| personnel | BRIIless
| 50 TRNG Training D1/ 900 1 2/31/9999
| number 50 WG10 Worker's Gomp Comp 1.0 0BI032002 1213119939
| | T |50 wci1s Worker's Comp Comp 1.5 OBOSF2002 12/31/9999
4 an I - |
| and press 50 WWKCA Worker's CompAnnual  O1f01/1890 120319999 |1* B
[ | enter | L50_WKCH \Worker's Comp Holiday  01/01/1890 12/31/3999 ||~ =
49 Entries found [« ][]
|D Data entry view ||£‘ Release view ||&| wariahle view Entry 1 of 2
AASIS Support Center, Diane Hill 2-57

02/16/04, Revised to V4

When an employee is on Military Leave, a military quota
must be created before it can be used as an A/A type
on the timesheet. Using the A/A type MILV will reduce
the military leave quota by the number of hours
recorded.

Note: For instructions on how to create Military
Leave Quota, view the Time and Leave courseware
located on the AASIS website.

For a description of each military leave type, view
HRTRC Quick Reference Guide (QRG).

HRTRC - 02/16/04 2-57



1EyCcCe CHR D00 HE @@
TimR Sheet: Data Entry Vies \
v m| @ 9- Save your (S )

8. Green -
h k Q92872003 entrles
check to
verify
LTIF'ers.ND. CO.. AL Wa.. Position  [Total From |To 09729 |From (To 09r30 |From (To 10¢/01 |From (To 10002 |F
E1B4 40.00 g.00 g.00 g.ao g.ao
104 ARKE MILYW 40.00 g.00 g.00 g.a0 g.a0

/’

7. Enter the total number
of hours taken

(][> | N [« ]

I s

[  Dataentryviews  |&  Release view B variable view

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

'An AASIS Training Guide - Enterpri;e,lc-:;i me E ntry _ CAT2 HRTRC - Time Recording and Time Approval
MILITARY LEAVE

2-58
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Time Entry — CAT2
COST CENTER ALLOCATIONS

Cost Center

S N S

WBS Element Internal Order

Capital Grant

Computer Program

Food Program

Foundation work Structure construction Federal State

AASIS Support Center, Diane Hill 2-59
02/16/04, Revised to V4

Cost Centers reflect an agency’s organizational
structure. Expenses such as salaries are incurred at
the cost center level. If a cost is to be paid from a cost
center other than the employee’s master cost center,
you must enter the Receiver Cost Center in CATS.

Costs may also be allocated to a program by entering a
Receiver (Internal Order).

Costs may also be allocated to a Grant/Capital Project
by entering a Receiver WBS (Work Breakdown
Structure) Element.

The distribution of costs will not be verified until payroll
has run and the results posted to Financial Accounting.

HRTRC - 02/16/04 2-59



Time Sheet Edit Goto  Systern  Help

ala B @ae | DEE SO EER G
Time Sheetl: Initial Screen
& B & %

'An AASIS Training Guide - Enterpri_sle_ ime E ntry _CAT? HRTRC - Time Recording and Time Approval
RECEIVER COST CENTER

L=, S
3. Click e smes| 1. Enter a date for which you are
. 09/28/2003 i i
the pencil +—_ entering time.
or press
F5 Per..|5u... |E[E.|cost Gtr Org. un.  [Ti... Lastname.]E|
: a0l FuoaloaLt 1 [uefzeazan 21705313101 COLE DAYI [«]
| 104 Dave Calford FuoalELT 1 |uE[zea230 21705313181 |COLFORD D [~
| ez David Conant FuaalneLT 1 |uE[ze3230 21706312101 [CONANT DA ||
A Debhie Cross FAB4 DALY 1|UE (383230 21705313101 CROSS DEB
100 Dehorah Davis Freo4|NEL1 [1|UE[383238 21705313101 DAYIS DEB
| NEE Deborah Dehusk Fuo4(0aL1[1|UE[383230 21705313101 DEBUSK DE
[{]e7 Diana East Fro4(0aL1[1|UE[ze3230 21705313161 EAST DIAN
| Llo6 Diana Edwards Fao4]oaL1[1[uE[z83230 21705313101 EDWARDS D
| , E[aa3230 21705313101 ELIAS DIA Remember. if no
| 2. Select employee S E[z83225 21705316181 HIATT HEN [«] ’
| personnel number E[383225 21785315181 HIGKMAN I [<] employee(s) are
1 <] | displayed, review
13 H
Accessing the
H ”
Timesheet
AASIS Support Center, Diane Hill 2-60
02/16/04, Revised to V4
HRTRC - 02/16/04 2-60
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RECEIVER COST CENTER

I e  CRE D0LO0 EHE @0
Time Sheel: Data Entry View

ERavzoB | gr4aH BE BoEEOS Q4

09/28/2003 - 104112003 || &

Drata Entry Area

LTIPEI’S.ND. CO.. |Rec. CCtr  |Receiver WHS element Rec. arder MRS |Wa.. |Paosition  [Total 09/28 |Fram |Ta 04
25101 0.00) O.00
101
1081] =)
N,

4. Enter the employee
personnel number for
morning and afternoon
hours and press enter

EE__H'_IEI

[«][¥]

[«][¥]

[1 Dataentryview |&F  Releaseview [ variable view

AASIS Support Center, Diane Hill 2-61
02/16/04, Revised to V4
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Time Shest Edit Goto vﬁost center k Cost center name k Standard Hierarchy k Jaoint venture
T
-
Time Sheet: Data Entry vi|¥|BIB|B|&| 2|02
- Cost ... ‘|Busﬂ|COAr|Cqu|CCtC|Persun Respunsihle|5hurt text |Language|‘h‘alid From
SN fe | &G 240201 0283 ARK ARK O pharmacy BOARD OF PHARMACY EN 07/01/200;
240202 0283 ARK ARK O harmac BOARD OF PHARMACY EN 07/017200;
Diata Entry Period Q92872003 P ¥ j
240203 0283 ARK ARK O pharmacy BOARD OF PHARMACY EN O7/017200;
240204 0283 ARK ARK O  pharmacy BOARD OF PHARMACY EM 07/01/200;
Data Eniry Area 383201 0610 ARK ARK ©  dfa DFA EM 07/01/200;
|q_ Pers.Mo. |CO..|Rec. CCtr  |Recel383210 0610 ARK ARK O dfa DFA EM 074014200
= 4623225 0610 ARK ARK O [Training  |SCLFI EN 07i01/200;
| 101 W |7 383230 0610 ARK ARK O L A Funt Fri(olo] EM 07015200
| L —1a — 383240 0610 ARK ARK O JMuir FIT EM 07/01/200;
| 5. Click the 383241 0B10 ARK ARK O  dfa DFA EM 07/017200;
| 383245 0610 ARK ARK O dfa DFA ER O7/017200;
| drOp -down 383250 0610 ARK ARK O  dfa DFA EM 07017200
383255 0610 ARK ARK O  dfa DFA ER 07/01/200;
| button and _
| 383260 0B10 ARK ARK O  dfa DFA ER 07/01/200;
| double-click on | —|zz3264 0510 4Rk ARK 0 dfa DFA ER 0701 £200;
1283270 0B10 ARK ARK O  dfa DFA EM 07/01/200;
I the approprlate 283272 0B10 ARK ARK O  dfa DFA EM 07/01/200;
i cost center 383331 0610 ARK ARK O  dfa DFA ER O7/017200;
E | | | 383355 0610 ARK ARK O  dfa DFA- PAYROLL EM 07/01/200;
oo 383357 0610 ARK ARK O  dfa DFA EM 07/01/200;
383397 0610 ARK ARK O  dfa DFA ER 07/01/200;
T T 383500 0B10 ARK ARK O dfa DFA ER 07/01/200;
388194 0610 ARK ARK O  dfa DFA ER 07/01/200;
AASIS Support Center, Diane Hill 2-62
02/16/04, Revised to V4

Note: The Receiver Cost Center should be included
on the Paper Time Sheet. If the cost center is

known, enter it in CATS and skip to step 6.
cost center is unknown, proceed with step 5.

If the

If you are allocating time to a WBS element, after

entering cost center, skip to step 10.

If you are allocating time to an Internal Order, after

entering cost center, skip to step 16.

HRTRC - 02/16/04
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RECEIVER COST CENTER

Extras Environment System  Help

29 e DHE OhLOn I EAE @

Time Sheet: Data Entry View
EE&AaYSIOoR| @ dad B4 BrwEED:E €4

Data Entry Period 09/28/2003 - 10/11/2003

Time Sheet Edit Goto

Data Entry Area
[ELT|Pers.Mo. |CO..|Rec. CCtr  |Receiver WBS element Rec. order AfA WA, |Position [Total SU .|From (To MO{E'
5101 860 8.00 [«
161 LRE (383225 ATTH 4. 000 4. 00O 001200 @
161 ARK (383225 T ATTH 4.080) 4.0012:30016: 30 [=) [
SN
— Z
Note: By entering the Receiver 6. Enter the
Cost Center for each line, the morning and
cost center will be charged for afternoon i
the morning and afternoon work times. |
hours worked. <]
| 1 | [+]
L] L[]

|D Diata entry view ||£‘ Release view ||&| Variable view Entry 1 of 3

AASIS Support Center, Diane Hill 2-63
02/16/04, Revised to V4
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RECEIVER COST CENTER

Titne Sheet  Edit Gota  Extras
2l EBee CHRR ODhoa BE @F
Time Sheet: Data Entry Vie[ g o,

Enwironment  System  Help

9. Save your

] -I H \E
EEAaT S 08| SZ ontries ®BEO S O
Data Entry Period O9f2e/2003 - 1001172003 @I@
Data Entry Area
LT Pers.Bo. (GO |Rec. CCtr (AA Wa.. |Position  |Total S . From |To MO . |From [Ta T .. |From |To WWE Fm
Bl 40.00) 8.00 g.00 8.00 860 ([«
101 LRK (383225 LTTH 4 00| 4. 00@8: 001200 @
101 LRK (383225 LTTH 4 00| 4. 00(12:3016:30 _
101 LRK LTTH 16.00 4 0OEE: 0a[M2:00( 4. 0008001208 4. 00{0!
1a1 LRE ATTH 16. 08 gy 4. 0O12:30116:30| 4. 0012:3016:30( 4.00/1:
|

7. Enter the remaining week

morning and afternoon hours

on separate lines.

| I I —

" oo 8. Press enter to a0
validate your

|D Diata enitry view ||£‘ Release view |E entries

AASIS Support Center, Diane Hill 2-64
02/16/04, Revised to V4

LD

Note: If costs are to be allocated to the employee’s
master cost center for the remaining work week,
you must include those times on a separate line.

HRTRC - 02/16/04 2-64
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Time Entry - CAT2
»

Time Sheet Edit Goto Extras  Enwironment  Systerm Help
20 H e DHE DDOa AR @m
Time Sheet: Data Entry View

BB &% 2 0m ¢10. Enter the WBS pBE T 2| @ @
Data Entry Period Baf28/20g element or SeIeCt
from the drop-
Data Entry Area down_
[ELTFersMa. |CO. [Ree. GOl |Feremermosemmem—x—resomer |4 [Wa.. Position|[Total 08/28 [From |To |09
Z101 3 0.00| 0.00 (]
101 383225 Receiver YWBS element (13 2 Entries Found o

|

|

|

| 101 383225 w# WES element: Project definition and dezcription L WEBS element: short identif
| = _

| EAEEERIERE

| Description “WBS Element |short ID |Project Definiti...

I training client 1 |[F.0610.20020BBX0005-02 F.0610.2002DBBX0 F.0610.TEST
|

|

|

|

|

training client 2 F.0610.2001 DBMUOO0S-02 F.OG10.20010BMUD F.OG10TEST

-~
I /
ot 11. Double-click the appropriate WBS element e
[ Dataentyview [  Releaseview [ Variableview  [Enired of 1
AASIS Support Center, Diane Hill 2-65

02/16/04, Revised to V4

Note: If the WBS Element is known, enter it in
CATS and skip to step 12. If unknown, proceed with
step 10.

When entering a WBS element, you must also enter
a cost center. Remember to record the cost center
and WBS element on two separate lines to allow for
morning and afternoon hours.

HRTRC - 02/16/04 2-65
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RECEIVER WBS ELEMENT

TH @ CHE 80408 HE @ o
Time Sheet: Data Entry View
AFZ0B AR@4ad @&

B9/28/2003 - 18/11/2003 |EH|B

DEEDE DD

Data Entry Area

ELﬂPers.No. CO..|Rec. CCtr  |Receiver'\WBS element Rec. order  |AiA. Wia.. |Position  [Total SU .. |From [To  |M
Ig191 g.00 g.00 ]
101 ARK [383225 F.0610. 2002DEBXA005-02 ATTN 4 00| 4.00(08:00[12:00
101 ARE (383225 F.A610. 20020BEX 0005 -02 ATTH 4 00 4.00012;30/16:3p(@
/

12. Enter the
morning and
afternoon
work times.

L] | [[«][v]

L] L] [ 4] ]

[1 Dataentyview |&'  Releaseview |[®&  “ariahle view

AASIS Support Center, Diane Hill 2-66
02/16/04, Revised to V4
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RECEIVER WBS ELEMENT

Goto  Extras Systern Help

B q[g]‘{e@m@m&ﬁm@@@@@
Time Sheet: Data Entry Vie
EEa¥Y3Iom aw

Data Entry Period 09/28/2003 - 10/11/2003

Enviranment

Time Sheet  Edit

u15. Szla\Le Zc?ur enjrlgs @ am

Data Entry Area
F'Dsition Tatal SU ..|Fram |Ta MO ... |Fram [Ta TU .. |From |Ta WE ... |Fram |Ta TH ..|Fram |Ta FR ..|Fra m
24.008| 8.00 g.00 g.00 0.o0 0.0a 0.oo E
4 B0 40008 0001200 E
4. 00| 4.00(12:30[16: 30 -
g.00 4,008 0012:00| 4.00[08: 0001200
g.e0 4. 0812 30016:30| 4.00012:30016:30[&
r/
/
13. Enter the remaining week 14. Press enter
morning and afternoon hours to validate your
on separate lines. entries g
| | L [ [ [ [ [ | | [ [ [ [ | [+]
(D] [ | L]
|D Data entry view ||£‘ Release view |||E| Wariable view Entry 1 of 5
AASIS Support Center, Diane Hill 2-67

02/16/04, Revised to V4

Note: If costs for the remaining work week are
allocated to the employee’s master cost center or a
different WBS element, you must enter those times
on separate lines.
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" Time Entry - CAT2

RECEIVER INTERNAL ORDER

Time sheet Edit Goto

HRTRC — Time Recording and Time Approval

Time Sheet: Data Entry View
EEREETECRBR| TR <DL H

=

B Ea

Data entry period pA/23/2002 - OF/06/2002 ||
EfRec. cCtr  |Receiver WBS element Rec. arder
140001 [=

140001

/

AR

16. Enter the Internal order or
select from the drop-down.

17. Double-click
the appropriate
internal order

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

VH[H][%EI@QE .

Controlling area: ARK
FProcessing group: 00
Crder type: 0009

Order “[Short text

10009000/ CONT. PROF. EDLUIC.

10009001 BEG. COMPUTERS

10009002 INT. COMPUTERS

10009003 ADY. COMPUTERS

10009004 COMT. LEGAL EDLIC,

10009005 SUPPORT STAFF

10009006 LOC000499 BENTON COUNTY
10009007 LOC:002499 FRAMKLIN COUNTY
10009008 LOCO06599 SEBASTIAN COUNTY
10009009 LOMT 10199 LINCOLN

10009004 EDSD29001 MARVELL SD
10009008 EDSD37201 JUNCTION CITY SD
1000900C EDSD37301 MOUNT HOLLY SD
10009000 EDSD37501 PARKERS CHAPEL SD

| 1000800E EDYTS4301 FOREST ECHOES VT
ariab

1000900F EDYTS4901 GREAT RIVERS TI
1000900 EDYTS8201 RIVERSIDE WT
1000500H EDHE10001 H5U

24 [From |To
oo g~

o640

-

lore than 500 input options

2-68

Note: The Internal Order should be included on the
Paper Time Sheet. If the Internal Order is known,

enter it in CATS and skip to step 18.
Order is unknown, proceed with step 16.

If the Internal

An Internal order must be attached with a Cost

Center.

HRTRC - 02/16/04
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Time Entry - CAT2

Time sheet Edit Goto Extras  Epnwironment  System Help
& BldH @@ SHE Snox EE @@

Time Sheel: Data Eniry View

ERATFIOoOR @ 4ad B8 BoERB DS
Data entry period 06/23/2002 - O7 /062002
|ReceiverWElS element Rec. order AAWa  |Position  |Total 0623 [From |Ta 06/24 [From |To 06425 |Fram T01|
[ .08 0.08 o.00 o.oo [=]
| 18306F 00D 0800 (1166 [~]
| 1830BF 00D 1130 1630 (=) |
| \
| A Y
I 18. Enter the
| morning and
| afternoon
I work times. |
| | | [ [ _[[&

L] | | |[+1[]
||_| Data entry view ||£‘ Release view ||&i Variahle view Entry 1 of 1

AASIS Support Center, Diane Hill 2-69

02/16/04, Revised to V4
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Time sheet Edit Goto Extras  Epvironment  System  Help

& ] QE&@@QIQM%I@@@@IEI@

'An AASIS Training Guide-Enterpris_i_ime Entry ) CAT2
RECEIVER INTERNAL ORDER

HRTRC — Time Recording and Time Approval

Time Sheel: Data Entry View N

BERaw=o0m @421 Save your entries | ;o

Data entry period O6/23/2002 - O7/06/200%

Fec. arder AlAWWaL Position | Total 06723 |From [To 0624 |From [To 06/25 |From |To 06/26 |From (To EIEIZT||
0.00 0.680 o.oo o.on 0.0 0.0«
8800 1168 [-]
1130 (1630 |
0s0e 1100
1130 [1630] (@)
Pl

| 1 e o 7]

19. Enter the remaining week
morning and afternoon hours
on separate lines.

[ ]l

0| ||

Le][v]

Diata entry wiew ||£‘ Release view ||E

20. Press enter
to validate your

entries

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

2-70

Note: If costs for the remaining work week are
allocated to the employee’s master cost center or a
different Internal Order, you must enter those times

on separate lines.

HRTRC - 02/16/04
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"’ Time Entry - CAT2
REJECTED TIME

List Edit Goto

System  Help
Bl < COQ SHE “Do0 BE @m
Approve Working Times

FEEE R EIEEREIEEGE
Mame “* Perz.o. | Date Tlstat..|z  Mumber|MU AaTye | Created on | Time Created by|Last change |Time Change
Debhie Cross 10/0372003 | Dy 4.000 |H [ATTH (011122004 [16:27:50 |DMHILLOZ2|01/12/2004 [16:27:50 |DMHILY
0 4.000 |H [ATTH (011242004 [16:27:50 |DMHILLOZ2|01/12/2004 [16:27:50 |(DMHILY
I 10/02/2003 5 4.000“:: ATTH (0101242004 [16:27:50 |DMHILLOZ|01/12/2004 [16:33:46 |DMHILY
i) o0 ATTH (0101242004 [16:27:50 |DMHILLO2|01/1272004 [16:27:50 |(DMHILY
10/01/2003 | Dy 4.000 |H [ATTH |01/M1242004 [16:27:50 |DMHILLOZ2|01/12/2004 [16:27:50 |DMHILY
P} 4.000 |H [ATTH (011262004 [16:27:50 |DMHILLOZ2|01/2/2004 [16:27:50 |DMHILY
09302003 | & 4.000 |H [ATTH (0111262004 [16:27:50 |DMHILLDZ2|01/12/2004 [16:27:50 |DMHILY
O 4.000 |H [ATTH (0141262004 [16:27:50 |DMHILLD2|01/12/2004 [16:27:50 |(DMHILY
09292003 | 0 4.000 |H [ATTH |01/M1242004 [16:27:50 |DMHILLOZ2|01/12/2004 [16:27:50 |DMHILY
Y 4.000 |H [ATTM (011262004 [16:27:50 |DMHILLOZ2|01/2/2004 [16:27:50 |(DMHILY
N 101 = 40.000 H
[ == 40.000 H
AASIS Support Center, Diane Hill 2-71

02/16/04, Revised to V4

Time can be rejected for a number of reasons such as
Unauthorized time entry or overtime, Incorrect abs/att
category, Incorrect allocation, etc.

Only the roles of Central Time Management and
Agency Time Management Specialist can correct
rejected time. When time is rejected, the time on the
CAT2 screen will appear in blue.

If time was rejected by the Time Management
Supervision role and it was actually correct, a change
must be made to the time because the system is
recognizing that the time is wrong.

HRTRC - 02/16/04 2-71
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"’ Time Entry - CAT2
REJECTED TIME

Edit Goto Help

2 aH Qe DHE o0 BE @m
Approve Working Times

Systerm

FEEERIAEIEEEEIE G E
Mame “* Pers.Mo.|Date T|Stat. |z Mumber| MU ARTvpe |Created on | Time Created by|Last change |Time Change
Debhie Cross 10/03/2003 P 4000 (H |ATTH  |01M 22004 [16:27:50 |DMHILLOZ|01M 272004 |16:27:50 |DMHILL
FAN LOO0 L aTTH 0101272004 (16:27:50 |(DMHILLOZ|01/1272004 |16:27:50 |DMHILL
10022003 | & 4.000 (H |§TTH  |01M 22004 [16:27:50 |DMHILLOZ|01/M2/2004 |16:33:46 |DMHILL
fam TN (014122004 (16:27:50 |(DMHILLOZ|01M 272004 |16:27:50 |DMHILL
10/01/2003 O 4.000 (H |ATTH  |0171 272004 (16:27:50 |(DMHILLOZ|01/1272004 |16:27:50 |DMHILL
P 4.000 (H |ATTH |04 22004 [16:27:50 |DMHILLOZ|01/M2/2004 |16:27:50 |DMHILL
059/30/2003 i 4000 (H |ATTH  |01M 22004 [16:27:50 |(DMHILLOZ|01M 272004 |16:27:50 |DMHILL
O 4.000 (H |ATTH  |0141 22004 (16:27:50 |(DMHILLOZ|01/1272004 |16:27:50 |DMHILL
09r29/2003 FiY 4000 |H |ATTH |01 262004 (16:27:50 |DMHILLOZ|01M 22004 (162750 |DmMHILY
i 4.000 (H |ATTH |01M 22004 [(16:27:50 |(DMHILLOZ|01M2/2004 |16:27:50 |DMHILL
LN 101 = 40.000 H
I, == 40.000 H
AASIS Support Center, Diane Hill 2-72

02/16/04, Revised to V4

Rejected time that is not corrected may cause the
employee to be paid improperly.

If you are identified as the Time Administrator on the
Organizational Assignment infotype, the system will
notify you via the SAP inbox that time entered has been
rejected.
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REJECTED TIME

Time Sheet Edit Goto  Systern  Help

ala B @ae | DEE SO EER G
Time Sheetl: Initial Screen
& B & %

02/16/04, Revised to V4

L=, S

3. Click e smes| 1. Enter a date for which you are

. 09/28/2003 i i

the pencil +—_ entering time.

or press

F5 Per..|5u... |E[E.|cost Gtr Org. un.  [Ti... Lastname.]E|

: ertole Faod oAl [1UE[za3230 21705312101 [COLE DAYT [«]

| |1es Dave Colford Facd MEL1 [1|UE 283230 21705313181 |COLFORD D [~

| |1ez Diavid Conant Faod NEL1 [1UE 383230 21705313101 [CONBNT DA ||

A Debhie Cross FAB4 DALY 1|UE (383230 21705313101 CROSS DEB
100 Deharah Davis Faod NEL1 [1 [UE 383230 21705313101 [DAYIS DEE

| NEE Deharah Debusk Fao4(0aL1 (1 |UE(zaa23m 21705313101 [DEBUSK DE

(o7 Diana East Fap4 maL1 |1 UE[ze3220 217053121101 [EAST DIAN

| Y196 Diana Edwards Fan4|oaLtf1|uejzezzan 21705313101 EDWARDS D

| y E[383230 21705313101 ELTAS DIA Remember. if no

— H
| 2. Select employee S E|3#3225 217853151681 HIATT HEN [«]
| personnel number E[383225 21785315181 HIGKMAN I [<] employee(s) are
8| n.aj [l | displayed, review
€ :
Accessing the
H ”
Timesheet
AASIS Support Center, Diane Hill 2-73

HRTRC - 02/16/04
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' Time Entry - CAT2
REJECTED TIME

Time Sheet  Edit

Goto

Extras Environment Systerm  Help

0P e SBHE DDo0 HE @0
Time Sheet: Data Entry View

BEE&FIoBm 400 EBE B2EE DL G

Data Entry Pariod] 09/25/2003 - 10/11/2003 |E| B
Data Entry Area 4|
EDQIZS From (To 09729 |From |To 08730 [From [To 10/01 |From |To 10/02 |From (To 10/03 |From (To 10/04 |Fram{T]
B.0e g.0a g.0a g.0a g.06 g.0e o.aa IE‘
4 0AEE:A0N2:00) 4. 000881200 4.9998299122% Ll el 4 CIO0E AE12:00 lg‘
4. 0B(12:30016:30) 4. 08112:30[16:3A 4.99122391@9 4 DEN2 3016 368| 4,001 20(16:30 -
4. Double-click
on any of the
blue numbers.

[]
|| [~]
o] [ ] L]

|D Data entry view |||;@ Release view |||E| Wariable view Entry 1 of 3
AASIS Support Center, Diane Hill 2-74
02/16/04, Revised to V4

Notice that the time rejected appears in blue.

After comparing the paper time sheet to the data
entered and the data entered was actually correct, you
will have to change the time because the system is
recognizing the time as being incorrect.

HRTRC - 02/16/04 2-74
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Time Entry - CAT2
REJECTED TIME

Time Sheet

Edit Goto  Extras  Environment  Systemn

Help

ala B ea@ DHE oD onEE @

HRTRC — Time Recording and Time Approval

Time Sheel: Data Entry View

EREaE2 00| @F4ald Bdd BeRE DR ad

Diata Entry Petiod 09/25/2003 - 10/11/2003
Diat Cell Infarmation 4|
Lok Additional information: General o0 LT [Pl e Lo Fro
0 Cell content 4.00 h 5.90 o 0.00 %
Start tirme 12:30 End time 16:30 5 A pop_up bOX = :
[ Prev. day indicatar "
Reasan for rejection (K] Incarrect absfatt categary wi appear'
Change the start
Technical information H
: _ or end time.
Processing status 40 Approval rejected
Document no.
Lt R 6. Click the green | |
- \ - : h k : : El
[ [ [ T—kjcnec || [+]
| [ | [l ]
|D Drata entry view |||;“|=“ Release view ||&| wariahle view Entry 1 of 3
AASIS Support Cepter, Diane Hill 2-75
02/16/04, Revised to V4

HRTRC - 02/16/04

2-75



! & "~ Time Entry - CAT2
REJECTED TIME

THCEd BHR D000 EE @&
Time Sheet: Data Entry View| o
BERA&%FE0B|I2Z 9 entries BE D @a

09/28/2003 - 10/11/2003 | EH| B

8. Save your

Data Entry Area
08/28 |From |Ta 0924 |Fram |To 0930 |From |To 10/01 |From |Ta 10402 |Fram [To 10§03 |From |To 10/04 |Fra
0.0 g.00 8.00 8.00 7.92 8.00 0.0
4. 0008:00[12:00) 4. 00/08:0012:00| 4. 0008 00012:00,/4 00|08 :0012:00| 4. 00PS: 001200
4. 0012:30016:30) 4. 00[12:30016:30| 4. 0012:30016: 3.9z(12:B5[@) 30| 4. 00[12:30[16:30

/

7. Press enter to Notice the change in
validate your the total hours.
entries

(][> | N [ <][»]

I O gy

[ Dataentyview |2  Release view & wariable view

AASIS Support Center, Diane Hill 2-76
02/16/04, Revised to V4
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REJECTED TIME

JH @@ SHE I moOo0 EE @
Time Sheet: Initial Screen

&% @

10. Click
the pencil
or hit F5

TSETD
19/02/2003

Time Specialist Time Entry Profile

—

| |Personn..|Name Per..|Su.. |[EE.|Cost Cir Org.un.  [Ti... |Last name.]
105 David Cole FAO4[0ALT |1 UE (383230 21705313101 COLE DAYI [«
104 Dave Colford FaO4 MELT |1 [UE 383230 217085313161 [cOLFORD D[]
102 David Conant FaO4[MELT |1 UE (383230 21705313101 [CONANT DA
100 Dehorah Davis FaO4[MELT |1 UE (383230 217053131101 DAYIS DEB
35 Dehorah Debusk FAO4[0ALT |1 UE (383230 21705313101 DEBUSK DE
i Diana East FAO4[0AL1 |1 UE (383230 217053131101 EAST DIAN
] 383230 217053131101 EDWARDS D
| 9' SeIeCt employee s . 383230 217053131101 ELIAS DIA
i personnel number agaln  |zszzzs  [21705315[101 HIATT HEN [=]
_J54 [l=aac Hickman [FRO4OACTITIUE 383225 21705315101 HIGKMEN I [+]
4[] Ll

An AASIS Training Guide - Enterprise HRTRC - Time Recording and Time Approval

AASIS Support Center, Diane Hill 2-77
02/16/04, Revised to V4
HRTRC - 02/16/04 2-77
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REJECTED TIME

1B e DHE DDOaN HE @M
Time Sheet: Data Entry View

ERavF3cn| @4l BE B2BE DL D0

ga/28/2003 - 18/11/2003 | |E|B

Data Entry Area

From [To 09529 |From |To 08/30 [From |To 10f01 |From (To 10/02 |From |To 10/03 [From (To 10f04 |From (To
g.e0 g.00n g2.60 g.00 g.00n o.eQ E|
4 00@ES.08[12:08) 4 005 001200 4 0ORS 0001200 4 QO@S: 001200 4 00@3: Q011208 =]
4. 0O12:30(16:30| 4. 00(12:3016:30) 4 AE12:30/16:30| 4. 0001230 %) 30| 4. 00(12:30(16:30

11. Change the

time back to

the original

time and press

enter.

T T T I T [«]
[]

[1  Dataentryview |gP  Releaseview [ variahle view

AASIS Support Center, Diane Hill 2-78
02/16/04, Revised to V4
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Data Entry Area

'An AASIS Training Guide - Enterprise

Time Entry - CAT2

@| &4

Time Sheet: Data Entry View

BERa&YE 0B &RZ 4| entries

po/ze/zenz - 1a0/11/2003 ) | @R

HRTRC — Time Recording and Time Approval

REJECTED TIME

CaQ LHR DDoa HE @

13. Save your

Bos@a

HRTRC - 02/16/04

LT|Pers.No. (GO |Rec. CCir  |Receiver WBS element Rec. order AfA . Wa.. |Position | Total 08/28 |Fram (To 0g)
=101 40.00) 0.00 g|[+]
101 ARK NTTH 4~

101 ARE LTTH 4

12. Verify totals

[+
[-]

4][»] [+

[ Dataentryview |gF  Releaseview | Variable view
AASIS Support Center, Diane Hill 2-79
02/16/04, Revised to V4
2-79



'An AASIS Training Guide - Enterpri_sle_ ime E ntry _CAT? HRTRC - Time Recording and Time Approval
REJECTED TIME

Titme Sheet Edit Goto

System  Help
Bld B IeEae DEE IS D8 IER @D
Time Sheet: Initial Screen
& B
_\

02/16/04, Revised to V4

| 2. CIle TSETD Time Specialist Time Entry Profile
the penCII 10/p2/2003
{ or hit F5
|_ Fersonn..|kMame Fer.. |Su.. |EE.|Cost Cir Org. un.  |Ti...|Last name.]@|
| 1085 Diavid Cole Fag40AaL1 |1 |UE|3E3230 21705313101 [COLE DAY [<]
| 104 Dave Colford Fag4NELT |1 |UE|3E3230 21705313101 COLFORD D @
| 1682 Diavid Conant FaEdMELT [1|UE|383230 217605313101 CONANT DA ||
| 1061 Diebhbie Cross Fao4OnL1 1 UE[FE3230 217053130181 [CROSS DEB
| 100 Deborah Davis Fagd NELT |1 |UE|3E3230 21705313101 DAVIS DER
] Dehorah Debusk Fao4 0Lt 1 UE 383230 21705313101 DEBUSK DE
| 97 Diana East Fag4 DALY |1 |UE|3E3230 21753 3101 EAST DIAN
| a6 Diana Edwards Fag40AaL1 |1 |UE|3E3230 2170531 31101 EDWARDS D
I 04 Dizng Eli Eapainol 41 JIE (353230 21705313101 ELIAS DIA
| 1 Select employee’s IIE 383228 21785315181 HIATT HEN [«]
[ IIE[383225 21785315181 HICKMAN 1 [«]
personnel number D
AASIS Support Center, Diane Hill 2-80

In this demonstration, the time was rejected
because it was entered as ATTN (attendance) and
should have been ANNL (annual leave)

HRTRC - 02/16/04
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REJECTED TIME

1B e DHE DDOaN HE @M
Time Sheet: Data Entry View

&% 308 Q23 pouble-clickin |#C* /DT
' . m9/28:2003 - 11 the blue morning

entries

Data Entry Area

08/30 |From |To 10f01 |Fram |To 10/02 |Frgm (To 10/03 [From |To 10/04 |Fram |To 1005 |From (To 10/06 |Fro
g.00 5.00 L] .on 0.on 0. 0.
4. mojpa: o012 00| 4. 00ps onfiz:oolf4 oolpaYeo/iz: oo| b oojps eohiz o0
4. 0012:30016:30| 4. 0012 :3016: 30|04 DOMZ2:30016:30| p.00M2:3016:30

(][> | N [[«][»]

s I s ayny

[1  Dataentryview |gP  Releaseview [ variahle view

AASIS Support Center, Diane Hill 2-81
02/16/04, Revised to V4
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Time Entry - CAT2
REJECTED TIME

Time Sheet Edit Goto Edras Enyironment System  Help

& afa B¢  CRE HDO8IHE @
Time Sheet: Data Entry View

B&?E@I@@’%ﬁ#@*ﬂ'ﬁﬁwm SR
Data Entry Period 092872003 - 1841172003 4' Delete the number
of hours, start and
e (= Cell Infarmation end times_ _‘
l_% Additional information: General J \ s s
i' Cell content | 400 h u.00 9.00 E
4' Start time 0s: End time 12:00 =
—|| [ Prev. day indicatar |
Reason far rejection B3  Incorrect absfatt category
Technical information
Processing status 40 Approval rejected
Document no.
1
qo | % —
I : . : . : : : . : [+]
] . | [ [ [ [ | =]
[« 5. Click the green o]
check S
D Data e — S— Yariahle wiew Entry 1 of 3
AASIS Support Center, Diane Hill 2-82
02/16/04, Revised to V4
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REJECTED TIME

ITH @@ SDHE DDhoo HE @m
Time Sheet: Data Entry View

BRa9zom I@4aH| HE

A9/28/2003 - 18/11/2003 | &[S

REBETSL D

Data Entry Area
09730 |From |To 10f01 |From |To 10/02 |From (To 10/03 |[From (To 10/04 |From (To 10/04 |From |To 10/06 |Fro
8.00 g.00 400 g.00 0.0e oo a.oo
4 . 0OP8:0012:08) 4.00/08:00012:00 =) 4.00[@8: 0071200
4. 0ENZ:30(16:30| 4. 00[12:30[16:30| 4 O0[12:30/16:30| 4 .0012:30[16:30

Repeat steps 3 -5 to
delete the afternoon
hours

[«][»] (<[]

R I s oy

[ Dataentryview  |&  Release view & wariahle view

AASIS Support Center, Diane Hill 2-83
02/16/04, Revised to V4
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REJECTED TIME

18 @@ CHRER DDhon BHE @B
Time Sheel: Data Entry View
BERaFEon G 4o Ha B

B9/28/2003 - 10/11/2003 | &

wEEODS 9d

Data Entry Area
LT|Pers.Mo. |C0O..|Rec. CCtr  |Receiver YWBE element Rec. order Adh.. |WWa... |Position (Total 08728 |From |To 04,
(98 32.00| .00
I 98 ARK ATTN 16.00 4

a3 ARK ATTHN 16.00 4
- Sl —

6]
[+]
N
\ 7
—| 6. Enter the 7. Enter
| Personnel ANNL for
_| number on a the A/A
—| separate line; typel _ -
| press enter. =

[1  Dataentryviewr |&F  Release view M Variahle view

AASIS Support Center, Diane Hill 2-84
02/16/04, Revised to V4
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REJECTED TIME

@ IHCcae DHE nDon BE @
Time Sheel: Data Entry View
ERavZon g@sad B & @

09/28/2003 - 10/11/2003 || &

wEBEDSL DU

Diata Entry Area

Fram |To 089730 |Fram |Ta 10601 |From (Ta 1002 |From (Ta 10003 |Fram |Ta 10604 |From (Ta 1005 |From (Ta
8.00 8.00 o.ao 8.00 0.o0 o.ao E|
I 08002 00 4. 0008001200 4. 0008001200 4 0OES: o012 o0 ﬂ
12:30016: 30 4.00112:30016:30) 4. 00112:30/16:30 4 0af2:30016: 30
(ef=qa]E] 15‘99
I
8. Enter the From
and To hours or the =
number of hours
taken off under the 5
date; press enter. o
[«][+] [«][+]

[  Dataentryview |&  Releaseview [ variable view

AASIS Support Center, Diane Hill 2-85
02/16/04, Revised to V4
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Data Entry Area

Time Sheet: Data Entry View N

BERavS0mn| @ aaentres

'An AASIS Training Guide - Enterprise )
Time Entry - CAT2

REJECTED TIME

HRTRC — Time Recording and Time Approval

a8 FHE @ m

pas28/2002 - 10/11/2003 |E|B

JENESC )

LT|Pers.Mo. (GO Rec. CCtr |\Receiver WBS element Rec. order Ada . Wia. Position | Total DQRS From |To 08y

(o8 oy 40.00) 0.da 8

ek LRK ATTN 16.08 I 4

98 LR v .f JTH 16.008 4
- T 9. Verify B
totals ~

I ——

[4][» ] I [+ ][»]

HRTRC - 02/16/04

[ Dataentrpview |  Release view [ Wariahle view
AASIS Support Center, Diane Hill 2-86
02/16/04, Revised to V4



